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FOUNDED AS OFFICE EQUIPMENT DIGEST : 


January, 1947 


OPEN DOOR of the office of President William J. Dwyer of 
the Franklin Society, New York, symbolizes a spirit of helpful 
friendliness in the organization as well as the accessibility of 
its head to personnel and public. See page 48. 
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: a), | 4 Ne e . 
MB iynily ficiency Comfort Sigl 
q These are the salient points in modern four dimension 


office ’planning. They are also the four quality factors of the 
“Yjand-E" Planned Harmonious Unit. 


MAN AND ERBE MFG. CO., 1045 Jay Street, Rochester 3, N. Y. 


The Franchise That Means Quality Merchandise 
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Performance-Proved 
ROLLS 
for ALL DUPLICATING 
REQUIREMENTS 
from ONE SOURCE — COLUMBIA 


Why scatter purchasing, when you can get quality, 
performance and delivery on rolls of all types 
from one source —Columbia — at a substantial 
saving. 


Rolls of various types are being used all the 
time in teletypes, adding, billing and bookkeeping 
machines—and in office duplicators, too. Carbon 
in large rolls is used extensively for pattern work, 
tracings and signs. 


Columbia Rolls of all types give outstanding 
performance, Columbia dealers and branch offices 
combine to give splendid service and valuable ad- 
vise on all types of rolls for customers’ particular 
requirements. 


© ccssair aa 
eo, coLumala RIBBON & CARBON MANUFACTURING CO., INC. 
Y in Office & Fa L.J.,N.Y. 


BILLING MACHINE ROLLS. Every 
business needs them all the time. 


[, “2 


DUPLICATOR ROLLS. For all types 
of daily use on gelatine duplicat- 


TAILOR ROLLS. Hardly a clothing pattern 
is designed or cut today without pattern 
tracings. Also used by sign architects. 


Practically ALL of your customers 
continually use them. 


COLUMBIA = aan 


~ FOR ALL TYPES 
‘OF DUPLICATING 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew Geyer 
Inc., at New York, N. Y. Mg Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class matter on 
Sept. 20, 1946, at the P.O. N. Y., under the Act of March 3, 1879, Volume 8, No'1; January, 1947. Subscription $2.00 per year in United States 
and Possessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 
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‘This concealed 
safe unit is a patented @ 
Invincible EXCLUSIVE! 
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PERSONAL 
FILE 


OU'LL like the advantages of having this 

concealed safe unit in your office. 

It's handy for the personal papers, receipts, 

documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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Put yourself in the 


RED FEATHER 


1. copy CHIEF D 
a UP 
yer dns — Mh eapeey 
nized—automatic itking. oy 


Team up with a SUPERIOR line of 2. FACT-O-SCOPE Ligut TABLE 
° * » . cent lighting under un wed a a 
duplicating equipment and supplies | , rete Lc 


9'ves clear, even COLD light. 


Wc FOR ANY MAKE MACHINE 
Unaffected by climatic cadune a ats 


Here is the finest line of duplicating equipment and supplies ia Mg 
obtainable! The Copy Chief duplicator, precision engineered P Together po TYPES AND Sizes 
ding pla © selection of gyi 
on basic new operating principles to turn out the best copies 5 smenaes on “ge canoer wert’ 
. —SEVEN COLORS 


‘ tinting. 
table with even, COLD light. Famous Red Feather supplies lab- 7 om ast CORRECTION FLUID 
oratory tested to insure uniform, unsurpassed stencil printing. CLEANER OVING CREAM HAND 


8. INSTA 
Dealers — There are still a few key territories available. CLEANCR ACTING TYPE AND PLATEN 


Write TODAY for details. 


you have ever seen... . automatically. Fact-O-Scope light- 


REDWOOD CITY 


RED FEATHER PRODUCTS, LTD. cxivvonnss 
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By means of visual communication, ancient man has transmitted to us a 
record of his colorful, often tragic upward climb through the centuries. The 
Cuneiform tablets of Mesopotamia and the Rosetta Stone of Egypt have 
faithfully interpreted long dormant civilizations to our modern senses. Man 
has always inscribed or set his seal upon works of which he is proud and 
that he knows will endure. The M&V symbol too, stamps the Mittag & 
Volger carbon papers and typewriter ribbons as quality products backed by 
pride in workmanship—your assurance of satisfactory performance! 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


SYMBOL OF CRAFTSMANSHIP 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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= \\) GLEAMING 

ACETATE 

MOUNTS! 


BLACK 
SHEETS! 


WHITE 
SHEETS! 


STOCK UP! Each album comes complete with a 
rake, and with 1 white and 1 black sheet in each of 
the six acetate mounts. (12 display pages). Page size, 


COVER LOOKS 
LIKE LEATHER 


—and it’s specially treat- 9x 11". Nationally advertised at 
ed - extra strength. The 
tough pyroxylin coating 
makes it moisture-resis- Packed 3 te « ber. $ 9 5 
tant, too! 7 Ni EW. / Minimum order, 1 box. 
y “w ° PLACE YOUR ORDER TODAY! each 


THE RAKE, clever little gadget which 
makes the ring binder as easy to use as a 
loose-leaf binder. Simply push in additional 
pages. It’s quick! It's easy! 

EXTRA RAKES (1 doz. to package) 5¢ each 
EXTRA ACETATE MOUNTS 30¢ each 
1 white and 1 black sheet inserted in each 
mount. Packed 24 to a box. 
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CAN’T LEAK... 


FILL ONCE... WRITE FOR 
MONTHS! SEE WHEN IT’S 
TIME TO REFILL 


For accounting, bookkeeping, clerical work, signa- 
tures and for every business writing job, Dip-Less* 
Writing Sets are more efficient, less expensive and 
easier to maintain. 


Dip-Less* Writing Sets give you Esterbrook 
precision-made points for every writing job and for 
every style of writing. Replacement points cost only 
a few cents and damaged points may be replaced 
in a few seconds. 


Dip-Less* Writing Sets use any standard foun- 
tain pen ink. One filling usually lasts for months. 
Dip-Less* Writing Sets are always ready for action 
—they can’t leak and they won’t flood. 


“ay 


CAN’T FLOOD... 
PUTS JUST THE RIGHT AMOUNT 
OF INK ON THE POINT 
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THE ESTERBROOK DIP-LESS* 


e / 


WRITES 300 WORDS WITHOUT 
RE-DIPPING! CHOICE OF ESTERBROOK 


SOLID DURACROME PRECISION- 
MADE POINTS 


THE RIGHT POINT 
FOR THE WAY YOU WRITE 


Ask your. stationer to let you try a Dip-Less* 
Writing Set by Esterbrook in your own office. No 
obligation; we simply want you to see what this 
desk set can do for you. The Esterbrook Pen 
Company, Cooper Street, Camden, N. J. Canadian 
Representatives: The Brown Bros., Ltd., Toronto. 


DIP-LESS* WRITING SETS BY 


Gsterbrook 


AMERICA’S FIRST PEN MAKER 


*Reg. U.S. Pat. Off. 
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_ THERE’S 
NO STAND-IN. 
- . ’ 


fland-outls |! 


In sports, in life, in business—nothing can take the place of super- ¢ 
lative performance! That’s why you too will prefer All-Steel-Equip ¢ 
Files. It’s the attractive and dependable line that’s backed by more 
than 34 years of engineering experience! 


¢ 


Because of current nation-wide conditions, we, like so many 
other manufacturers, cannot guarantee delivery in terms of the 
usual schedules. We're sure, however, that you'll find All-Steel- 
Equip Files well worth waiting for. 


é 
é 


4 


‘ 


ALSO 2, 3 OR 
5.7? week CIZFTE 


4 


é 
Lasting, chipsproof 
finish. Harddare of 
genuine onze, 


beautifullypesigned. 


Rigid Frame Constructioh 
is provided by to rfue 
plate reinforcefhent 
under each drawgr shelf. 


We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. 


¢ 
7 


Drawer fronts are 
flanged back and are 
welded to bottom—pro- 
viding extra strength! 


Built for strength! 
Sturdy 6-post frame, 
rigid cross-bracing, 
Jull-opening drawers. 


A 
ALL-STEEL EQUIPMENT, INC. ‘ 


300 Cleveland Avenue, Aurora, Illinois 4 


fos oe oe 


_. 
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FROM THE WRITINGS OF 
OUR ORIGINAL FOUNDERS 


ao.) 


Pawama-BEA VER 
Yittbind aboag 


MANIFOLD SUPPLIES Co, 188 3rd Ave, Brooklyn 17, N. Y. 


CARBON PAPERS 
10 


HECTOGRAPH UNI-MASTERS 


INKED RIBBONS 


l 
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| Séced-O-Print's NEW DELUXE MODE 
BAKELITE SPEED-0-SCOPE 


TILTED... for drawing or tracing in 
lengthwise position. 


FLAT... all four legs snap into chassis 
by simply pressing lever. 


UPRIGHT . .. all four legs are 
for this convenient position. 


4 ADJUSTABLE LEGS TILT $9Q°0 
SCOPE IN EVERY POSITION 


Topnotch designing and engineering combine to make the DeLuxe Scope 
an unparalleled value. Molded one piece bakelite chassis prevents warping 
or misalignment. Special attention has been given to light reflection: 
¥ Ceramic finish glass writing bed. ¥ Parabolic shaped metal reflector 
coated with white enamel distributes a soft, penetrating white light over 
the entire writing bed. ¥ 60 watt lumiline light extends the full length of 
the glass and gives an instantaneous, cool, white light. Other features: 


¢ Typewriter and inch scale at sides. ¥ Typewriter scale at top. ¥ Stencil Him 


button bar for use with all stencils with standard punching. 


Complete with extra long T-Square, Triangle, Writing Plate, 
4 Spring Steel Stencil Clamps, Stylus and Service Manual 


Prices Slightly Higher West Of The Rockies 


SPEED-O-PRINT CORPORATION 


161 EAST GRAND AVENUE CHICAGO I1, ILLINOIS 
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here is an Unconditionally 
Guaranteed SPEED-O-PRINT 


product for every duplicating need 


Beautifully pachaged Quality products fo give the utmost satisfaction 


SPEED-O-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILLINOIS 


MANUFACTURERS OF ROTARY STENCIL DUPLICATORS AND DUPLICATING SUPPLIES 


ile ca Sl! ee ee aa lO a . ee ce ee ed 
ee ee Bs’. ty ae eens ie 4 4 [a = Bins tea: oe a oem, eve ; 
he yg 4 ie | Wrved 5 ae a 
a . aed oR * as ae ae os Setar? wu es, 
PoP Jee NN Be By a 
" » Fie =i. Ue , * a= - ~ind i 
a ; ‘% : if ’ : fs sing ok = om -< - t x tree } _« am a ‘ 
_ et, e- Ls .l Fe cg 
a an oe \ Seago 2 | Stet st | Pee. 
3 2 eS [alll Sie OS 2° Ban 
— ee — res o_o : wh rest Y Pie Fone 
> oa |e ees 2 Sy aa se 
_ \ iF q] \s = bees fa igi L 
7 i _— eo ter i 
a d — an til . 4g _ i ~ this —- ’ _ 2 
ae wi i —s im li Z 
E 7 So ie ¢, Gs iets — 
7. y es j a = Se; —— nai +, a , \ 
bw lh ae =— SO 
a com \ oe nga i es ~~ 
; Ee ; t < ye, ue Ey e a " " 2 a , 
2 Es te . = Boi a 4 e a r A® : » SS ; aa 
-_— ~~ His => «Sa. - Be wD = > 
-_ > pits! § 1) i.“ ae ye ge ; — 
: hb —— 9 Sig (+ - e = 
eS ea Og So aa) 
o. ' ; Fa — == ae. ; = . be ie = 
, i Py alii phat . Sig ry ca 3 . ae : -_ va) ee Sites 
ae iia: A = i. wisi J hr ay 
» *y . z > ee — ee , ‘os us —- “ : - ; 
oe bees > —— Bie ere... - : - eae 
a , coe) oe : one moi ee ee eee sce e 1 BH ~ en . . 
Ee mf) ai coe! TOOT, 
a — me Ra ® Ray da wre crt hud is ‘ie Rag crm oe 
4 ier —— , ™ . i i ee) ote ner 
> a * ee 7B - ake re | we E in ‘ : — ih) 4. 404 
4 ey oe a —— Set osm covadhrs ke cde oe - - = — % 
‘oa | eg ROly FE tae wy ~ ey meu Te Tes aad 
= fe idi Aah | A Aad ot aes|| ay wae ih SN | au 
; is 
7 =. 
a 
“ os 
a ea 7 
.- 
[- 
—— 
—— : 
: iS ‘2 eee 
— 
tle aa 
rm oa 
Se 1.4 3 3 | a 
ae ae poe ce ee lta es te Es 
ee, —_ a i ae a EE oe eS. a: 


hahaa Al 


_ 
Vf 


i 


eats 12 / 


DEPENDABLE. PENS and PENCILS 
In theatrical jargon, you'd call ‘the Strat-  Stratford’s dynamic national advertising 
ford Regency “good box office.” Andthat campaign is generating traffic for your 
it is! Stratford’s newest dependable per- _ store. That’s why it will pay you to be 
former has everything: streamlined beauty, “in the show,” with window and counter. 
smooth-writing action, and lots of good, displays featuring Stratford Regency—. 
sound value for your customer's dollar. the Dependable Pen. 


@ 


STRATFORD PEN CORP., SALZ BUILDING, NEW YORK 1, N.Y. 
“STRATFORD” and “REGENCY”= Reg. U.S. Pat. Off. ...DESIGN PAT. 140026 
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RTO-BINDE 


REG. U. S. PAT. OFFICE 


CONVE R 


THE ONLY ZIPPER CASE IN THE WORLD 
WITH THE Patented REMOVABLE RING METAL 


© 1s? Quality Metal, 1”& 114” 


CONVERTO-BINDERS may be used either as a ZIPPER LOOSE-LEAF NOTE BOOK or as a ZIPPER POR 
This EXCLUSIVE FEATURE distinguishes the CONVERTO-BINDER from the ordinary portfolio. 


® Variety of Styles ... Genuine Leathers ¢ 


rae 


Shows the CONVERTO-BIND 
with the ring metal OUT 


Shows the CONVERTO-BINDER 
with the ring metal IN 


To remove the ring metal, simply 
loosen two permanent screws, and 


LIFT OUT 
SEND TODAY FOR NEW ILLUSTRATED FOLDER NO. 


REUBEN COMPAN 


Manufacturers since 1920 of LEATHER Zipper Ring Binders and Portfolios __ 
14 


557 W. JACKSON BLVD. 
CHICAGO 6, ILLINOIS 
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first presentation of Gunn’s commercial “™ 

ines will be made in our next advertisement. 

me of the features pioneered by our famous 

oronet desk will be incorporated. The new 

sary: BMounn yardstick will render obsolete all earlier 
tandards of design and structure. 
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In spite of present day uncertainties . . . One 
thing is sure ... you can't beat that exerience of 
more than three-quarters of a century! For just that 
long users have found that through troublesome times 
or tranquil . . . the Feldco Line of regular and zipper ring 
binders is a good dependable line for . . . sales appeal .. . 
and user satisfaction. 


The name of Feldco has always been synonymous with the latest 
developments in the zipper and regular ring binder field . . . Vinyl-Tex, 
our latest offering to the trade, has already proved its durability, beauty 
and utility to users who have deluged us with repeat orders. Material 
shortages, still being with us, retard our volume production on this fast-selling 
profitable item. However, we are endeavoring to overcome this handicap and hope 
soon to be in a more advantageous position to supply your requirements. 
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outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
pull is required to open the drawer of a Browne- 
ices Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: | 


The extension arr: on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
eB ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
gliding action = , ¥ 


raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


pinching 

catching pesjections. 
The new hardware is 
beautifully designed 
with aluminum satin 


stalled in the field. 


i i ica’ Write for the com- 
Architects of Efficiency for America’s Office pelt Bo 
on the Browne-Morse 4 j 
Glider File. Learn a Ne | 


wsceon rowne-Mlorse nnn Eee Ay 


your filing operation. 


“MANUFACTURERS OF STEEL OFFICE EC EQUIPMENT. AND FILING SUPPLIES FOR OVER 38 YEARS 
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RIBBONS + CARBONS ©, 
DUPLICATING SUPPLIES | — 


ame 


fi 


RIBBON & CARBON CO. Inc. 


Foremost mokers of Ribbons and Corbons for Every Use 


750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 


Sales and Service Everywhere 
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NORMAL SUPPLIES 
BACK... 


Oakville dealers are once more in a position 
to supply you with normal amounts of 
fastening devices to meet your office needs. 


Now—as before the war—you'll find pro- 
ducts of the famous Yellow Box Line — 
Pins, Clips, Fasteners, Thumb Tacks and 
related Office Supplies—MADE RIGHT; 
PACKAGED RIGHT & PRICED RIGHT. 


The Home of the Famous Yellow Box Line 


OAKVILLE 


COMPANY 


Division of Scovill Manufacturing Company 
Waterbury 86, Connecticut 


NEW YORK + CHICAGO + BOSTON + SAN FRANCISCO 
In Canada: BROWN BROS., LTD., TORONTO 2 


This is the pad 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 


All-Hair Felt with treated top 
to prevent machine legs from 
digging in, and non-skid bot- 
tom for extra safety. Size 11 x 
13 in. fits all typewriters and 
many other business machines. 


AMERICAN HAIR 2 FELT COMPANY 


Merchandise Mart, Chicago 54, Illinois 


$].00 


AT YOUR 
STATIONER’S 
or 
OFFICE SUPPLY 
DEALER 


~ RULKIATIER 


THE SCIENTIFIC TYPEWRITER PAD 
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CATALOGS 
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ma Q772077277 BINDERS 


the (Gye « 


HOLD INTEREST 


Everything depends on the cover 
appeal of your catalog, price list, pro- 
posal, etc. Whether the inside pages are 
printed on expensive plate stock or run 
off on a mimeograph, it’s the binders 
that invite reading and keeping for 


future reference and action. 


MODERNIZE RIGHT NOW — 


Just as you can beautify an old house 
with a coat of fresh paint, so you can 
dress up an otherwise drab catalog or 
presentation with a colorful, breath- 
taking Amtang Binder. 


Amtang Binders offer you the most 
attractive, reasonably priced, loose leaf 
covers for any material you wish to keep, 
send to salesmen, prospects or custom- 
ers. You say your material is too me- 
chanical, too technical? All the more 


reason for brightening up the outside. 


Ca 


TAKE COLOR, for instance — 


Carried in our warehouse are 41 
different stocks, giving you a choice of 
colors that you cannot secure at any 
other binder house in America. Why 
not break loose for a change and select 
a bright orange or a “Paddy” green 
stock. Or, if we can’t tempt you quite 
that far, how about a warm tan or a 
navy blue stock printed with a splash 
of red? Anyway, why not make use of 
colored stock and bright printers’ inks? 


Stocks are purchased in carload lots 
direct from the mills, giving us and you 
the benefit of lowest possible prices. All 
stocks are strong, flexible, and attrac- 
tively grained to resemble leathers. 


ANY SIZE YES SIR! 


Amtang Binders are made to your 
special order, with side or top openings 
—any size—pocket size, letterhead, pro. 
fessional, etc. 
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SUPPOSE YOU GO LOOSE LEAF— 


Get away from the old-fashioned stitched or stapled bindings 
and try loose leaf. Then you can easily change one or more sheets 
without having to discard and replace 
the entire book. 


And right here, let us say a word of 
praise for the improved Amtang double 
tongue, | piece fasteners, spaced to fit any punching. Notice the oblong metal eyelets 
which help hold the two prongs rigidly and keep your book in first class shape, even 
with constant handling. 


NOW, AS TO BACKS 


There are several different styles, designed to 
meet any requirement and to hold anything from 
a single sheet up to a catalog 154” thick. The two 
most popular backs are shown here. 


EXPANDING BACK COVER—Can be made to hold 


any number of sheets. 

BOX BACK—Made to hold a definite number of 
sheets. Backs can be printed for quick identifica- 
tion when book is placed in case or on shelf. 
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OW, ABOUT INDEX SHEETS 


If your catalog is thick, you might like to separate 
e different sections or departments with printed 
dex pages, punched to fit binders. These will make 
easier to find just the page desired. Index pages are 
rnished with plain, reinforced or celluloid tabs and 
a number of weights and colors. Indexes are our 
iddle name. We've been making them since 1868. 


HEN. . eres Sipdag 


FRONT COVER PRINTING Furnish your own design or let us 


submit something new for your approval. We will select colors of ink that 
will harmonize with your binder stock. And, don’t overlook this—some 
very rich, original effects can be secured with gold or silver ink. 


EMBOSSING For a trifle additional cost, we can run your binders 
through our embossing machines to give you borders, panels, your trade- 
mark or other special decorations of distinction. 


CORNERS Decide whether you wish the corners round or square. 
The price is the same for either style. 


WRAPPED IN CELLULOID 


For catalogs and all presentations carried by your salesmen, which are 
handled a good deal, you might like to protect both sides of some, if not 
all, sheets on which are mounted photographs, testimonial letters, etc. 
We furnish heavy, flexible transparent protectors which can be slipped 
over your sheets and are punched to fit your binders. They last a long 
time and are protection against finger prints, smudges and dirt. 


OW ABOUT A FINISHED SAMPLE BINDER? 


Let us send you a binder made up to your size, with an original rough layout for front cover. You might 
\l us number of sheets to be inserted and if you can specify the quantity you will need, it will aid us in 
ving you an estimate. Also, give us any preferences you have as to color of stock, inks, etc. 


We'll follow through by mail, or have one of our representatives call with complete line of samples 


id prices. 


RINTED IN U.S.A. 


Quality Filing Equipment for 75 Years 
Today's Largest Producers of Binders of Exclusive Design 
KANKAKEE, ILL. 
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TRY 


cb eee Nels ad ~ “~~ 


THIS EASY 


Just place the letters in position on , 

your copy—they adhere themselves | 
—and you have perfect reproduction * 
copy for— . 
HOUSE ORGANS + CHARTS + 


GRAPHS 
ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 
No paste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
ON PHOTOGRAPHS OR 
DRAWINGS 

The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 


directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparent backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 


R LIGHT BACKGROUNDS 


Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS 


’ FOR 
me ©=DARK BACKGROUNDS 


White letters for use on 
black or dark backgrounds. 


@ Snap up your reproduction copy for offset and engrav- 
ings this quick, economical way. Set your own heathen 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing ood copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. 

adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimpo: on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 
ONLY 75c¢ per sheet 
Write for descriptive folder and type chart 


aT ee 


| | 
DIRECTIONAL ARTHUR BROWN & BRO. ¥ 

ARROWS—too! 1 67 West 40h Stree OSE? \ 

Small, medium and large 1 New York 18, N. Y. ! 

arrows with white outlines. ! Send me descriptive folder on Presto-type. 1 

Has hundreds of uses! MAIL ; " 1 

coupon , °°" \ 

TODAY! ; ‘mp ' 

Address 1 

City & State 1 


67 West 44th Street 


‘ARTHUR BROWN 


New York 18, N.- Y. 


OFFICE MANAGEMENT AND EQUIPMENT 
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What is ACCO? 


ACCO is a service. Nearly all 
ACCO Products are designed for improving the 
safe-keeping of papers — permanently or tem- 


porarily. 


Paper fastening, paper binding, record keep- 
ing, filing are all important functions which 
ACCO Products enable the business man to do bet- 
ter. So much better, in fact, that ACCO has be- 
come the known standard of quality in the field. 


Be sure to ask for ACCO. By insisting on 
genuine ACCO Products you'll get the most for 


the service ACCO renders. 


ACCO FASTENERS | 
ACCOBIND FOLDERS 
ACCOPRESS BINDERS 
ACCOFLEX BINDERS 
ACCO FLATS 
ACCO CLAMPS 
ACCO CLIPS 

ACCO PUNCHES 


ACCO STENOPAL 


ACCO 


PRODUCTS, INC. 


39th Ave. and 24th St. 
Long Island City, N. Y. 
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CEXECUTIVE—WORTHY ) 


— — wa 
PyAS \ 300 


' 
mt * Spicy 


a ae ata te a 


O LINE...) 


Executive Desk 
3560 


Executive File 


Use It Yourself and You'll S/e@/" 
Want Steel-Age for Your 
___|} Entire Organization 


The Corry “3000” line was originally 
designed for the finest executive offices. 


Executive Telephone Stand 


Leading concerns approved both the and Storage Cupboard 
) unusual beauty and the functional effi- 3595 
ciency of the line and adopted it for 


c general office use. It will have wide 
appeal to. the executive who knows that 
better equipment inspires better work. 


Executive Secretarial Desk 
3860 L 


CORRY-JAMESTOWN vee MANUFACTURING CORP. 
AY UZ | 


Corry, Penna. Branches in Principal Cities 


January, 1947 OFFICE MANAGEMENT AND EQUIPMENT 27 


ws - BF a et gt are ++ - ~ eee Pe . " ? “I [oa eee, eee, eae ‘ ” 4 : 
eae ee f 
7" _ aie Hae P : e st < ee a 
a ee = : - ee 
e - # sh SS r 
Ai RRR Revel 
‘ 4 . 
y eonre 
bd oe as 
Be ur, A 
: - - 
‘ a r : bs —_——_ J 3 
' — °° °&4zx~« a: ea q" net 
5 a ay ; 7 el = ‘ 
an er ve wit er eae ee sti ii. -. 
we + lad cape : ; " a: ae De i ee “ ae eet: a a 
= 3 1s . . 5 =f a cel .- aa j St hy Scat ¢ seams & 7 
ee eae: : ' » ee ee oe . 
; z iss a Geass e 
: ae ree 5 — ee . — ee aah a Lee 
i a. ? bah ek: 4 - ‘ ; 
3 a 24 a z : ad ” S s ? 
) ‘ , ” ee coreg ae ‘ 
Ms en , ' . 3 mi veaiae | at a 4 ae re 
’ es , , ‘ wis a - . ee pease Mey 4 
¢ , — RTT aT . ae Bm oe Bu : 
‘ ”" Ree i ; . cSt eae a oe "4 : 
; seus eee Le ee : Bai cos ne Se & Poe | 
; bua Fi Oe Oncaea i a - lee ae BE ie | ’ ; ; 
S he mee oe a he Po ge i. ar Pi. nae fy « oe ema -_ 
2 ‘ oe ars ee es : oaeee ie ee 2 te rr : ee 
; me “ rsx ee \ ae ag 2 aes a i “abe Be q a 
4 ’ oe ie 2 : = a eae ers eos ae VA ey ee = 
2 es CPE Di: Gi i San i eae fr : = 
: — mee, cia ae : ns : ay Fes) ie i a: zl * ieee.  —— 
mk i Seg y ee ar ot tebe a ment, ere ae = 
% } j = hte eee ei a ‘aan ae A = B-2 a 
Lex > ar J mE es aa ay oi ‘ < — 
Eee eS & ee oak ee ie ae eae ae ae , 
A 25 Pee OO. Pe ue” ae Be. aie a ee aie 4 he ee We “a 
ee ee UrtCt—“‘“‘“_i‘Ciéi‘  _ ie = 3 
Bee Re De a Me 9 la ia : ' SS * : * 
: 4 Mr 2 ay Bee 3 i J 
a bc 5 OES cee ‘: Bie +2 3: , a “so 
; i = ; Rei Ne fe ca ase ee oP ee bis 
7 i ens Sah ta oe Bee eee ta eke es 
- i x - P Rt N Ne - er a ag ae 
r a eo — 
bs a Re cae yg ae aa 
. 4 a eT, oe je 
# ty ee oS 
- ei : 3541 1 
F nahi ; = ed 
ae 
; ™ a 
ee = - ee Bi 
4" ae a é & 
4 & a : e 
aE Hee 7 
say © g 
i. Me 
ae 
a Bee ' 
Se 5 : 
i y, # 
po | - | 
re % 
ra < 
a TUR wi 
Be: ae me is 
“Seeger z . 2 : ae , 
sy eT Tie i i 
— Lm oan oe” i y - = a 
qe © Ss © (ei a, 2 
ae ae ; tai, ad _ i 
. es ae < ¢ i ae - > = 
= eee ee cage © a 
2 ‘0 eae eee cs : 
“ ae & ie 
.Y. r a 
po ; : 
Be i: 
| re re OY 
e ies ; _ ° 
ee 
ary, 194 
ha ‘ ; : ‘ ‘ Se ee Sr ie Ti ea at Py eee), a a Be 8 te a eee : : 
“git seceke 1s meen a , eee Ok eee ees SO 3 ee 


Pat “OFFICE WEEK” in SAN FRANCISCO on your calendar! 


Prepare to Attend .. . Plan your Exhibit . . . at the 


NATIONAL 


| CIVIC AUDITORIUM - 


Show Headquarters in SAN FRANCISCO 


wg ® 


wh t 


FEBRUARY 20 to 26, 1947 (Except Sunday) 


The Business ieations 
ofthe West— 


. . Manufacturers, wholesalers and retailers; im- 
porters and exporters; bankers and insurance 
men; all who administer the vast manufacturing, 
mining, lumbering, fishery and agricultural indus- 
tries of the thriving 11 Western states . . . The 
presidents — vice presidents — treasurers — sales 
managers—office managers—all who flave to 
do with management and methods, payrolls and 
profits ... 

.. They will be there to learn better, time- 
saving, cost-saving ways to conduct every activity 
in the business office—to see and compare the 
newest in office systems, machines and equipment 


—to prepare for a strenuous, critical year of high 
production and increasing competition. 


—and the Producers of 
Business Machines, Office 
Equipment and Supplies 


. . Specialists in every phase of business adminis- 
tration: manufacturers and their sales consultants, 
business engineers and efficiency strategists . .. 
They're San Francisco-bound to show by actual 
demonstration how their newest developments and 
products aid simplification, speed and economy 
in every business operation. 


Notify your staffs of this great West Coast National Business Show! 
Businessmen: prepare to attend! Exhibitors: prepare to exhibit! 


NATIONAL BUSINESS SHOW COMPANY—30 VESEY STREET, NEW YORK 7, N. Y., TELEPHONE CO 7-1392 


FRANK E. TUPPER 


EDWIN O. TUPPER 
OFFICE MANAGEMENT AND EQUIPMENT 


WILLIAM A: TUPPER 
January, 1947 
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IT’S THE ONLY FILE WITH 
ALL THESE FEATURES 

@ Roller Bearing Top 

@ All Steel Construction 

| @ Grooves for Hanging Folders 

| @ Follow Block for Reg. Folders 

@ Guide Rod for File Guides 

@ Dust Proof; Fire Resistant 


| —j’_s 


am | TAKES ALL FOLDERS 


Use any type folder you wish, te 
Executive is especially d 

to take them all This * on today. 
exclusive feature that triples its 
convenience and usefulness. 


Py 


| Weete Your Every Need Por a 
| 2uatity ROLLAWAY FILE 


Beautifully finished, meticulously built, the 
Executive exudes quality, efficiency, life- 
time service. Keeps records at your finger- 
tips when needed; yet safe, protected, out 
of the way, when not in use. Saves your 
time, energy, increases your efficiency. 
Dozens of work-saving uses in every office. 
Roller-bearing top slides tightly over rec- 
ords for complete protection. Opened, top 
lifts up and rolls back out of way. Start 
increasing your all-round efficiency. Order 
an Executive Rollaway from your dealer 


No. 1519 


Patents Pending 


‘2250 


Without Folders 


List Price Higher 
West of Rockies 


SPECIFICATIONS 


FINISH: Olive green Hammerloid 
baked enamel 

TOP: Welded heavy gauge steel, 
roller bearing 

SIDES AND BOTTOM: Heavy gauge 
steel, slotted and grooved for hang- 
ing files, follow block, guide rod for 
regular folders. 

LEGS: Solid steel. Smooth rolled 


edges. 

CASTERS: Strong, sturdy, free and 
easy rolling. 

SIZE: 15”x 18%x27” high 9%” deep. 
SHIPPING WEIGHT: 24 Ibs. 
PACKED 1 to carton, K. D only 4 
legs to attach. 

PRICES: F O B. Chicago 


PLACE YOUR ORDER TODAY 
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another fast mover es —5 = 
in the quality Maso lin 


THE NEW MODEL 


Streamliner 
UTILITY 
STAND 


@ Hard-tempered Masonite Top 

@ All Steel Tubing 

@ Precision Built; Quality Materials 
@ Ample Leg-room 

@ Easy Portability 


No. 1620 


s Every office a prospect 
id : : : Hee ss 
‘ _ Heavy-duty, sturdy, steel stand with a dozen uses. No. 1730 
; _ Beautiful walnut finish. Legs | inch tube steel, 
“ enagproof, clatterproof. Open size 16 x 38 x 27 
inches high; closed 16 x 20 x 27 inches. Two 
d _ drop leaves. New quicker assembly. Shipping — 
se im ne : . 5 
d ee eek CHALLENGER ALL STEEL TABLE 
>. = i diate Delivery. For es catalog, write today. e A truly handsome, serviceable table with doz- 
Se ee cee ee = ens of uses. Strong, sturdy, precision built, for 
4 __ — Ae pean oe ae Se. bey a 
= nio 1 e 
Extra F Catures . « « continuous piano hinges; pamee finie * paoee v mee oon een neo or 
patented special coil spring drop leaf catches; positive action grey. Radius corners, rolled edges. 17 x 30x 27 


inches high. Ship. Wt. 23 lbs. Packed 1 to car- 


mn - Lonansondianne aleaaestiheednnscsete ton. K.D. Quick, easy assembly. F.O.B. Chicago. 
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ALL-METAL COSTUMERS 
for IMMEDIATE DELIVERY 


MODEL NO. 40 — ~ MODEL NO. 60 
4 Hooks —_— oo a "Revolv-It" Top 
Overall Height 71" ; ee , 8 Hooks—Hat Hook Dia. 24" 
MODEL NO. 50 
"Revolv-It" Top 
& Hooks—Hat Hook Dia. 18" 


Here is a modern, smartly turned out line of costumers with plenty of natural appeal. The base 
and pole are standard—18" diameter—71|" high. Model #40 includes a straight 4 hook rack and 
models #50 and #60 have revolving tops with 8 and 10 hooks respectively. 


A WIDE SELECTION OF STANDARD FINISHES 


Chrome, Bronze A-Light, Bronze B-Dark Guinea Grey Base—Chrome Tube and Top 
Burgundy Base—Chrome Tube and Top Lustre Black Base—Chrome Tube and Top 


Remember . . . this important feature . . . these costumers are interchangeable using the 
standard base and pole. Send us your order TODAY. 


TOLEDO OFFICE EQUIPMENT CO.) 


GENERAL OFFICE AND WAREHOUSE 
214 SUMMIT STREET TOLEDO, OHIO 
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Use 


\ embooY* “\ ant e (mi 
Codo Duplicating Fluid Bri \ Perto 
and \ ‘mult 


Hand Cleansing Cream 
for superior results. 
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529 South Franklin St., Chicago 7 
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Again Justrite sets the pace with a far simpler and more practical cement dis- 
penser than any yet devised. The self-sealing, all-rubber cap has a molded-in 
gasket for the precision-made brush which prevents any evaporation of the cement 
and still allows for one-hand manipulation of the brush. The bristles are the finest 
obtainable and will give years of fine service. 


NEW YORK 
34 
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LOUIS MELIND COMPANY 


362 W. CHICAGO AVE., CHICAGO 10, ILL. 


DETROIT . LOS ANGELES . SAN FRANCISCO 
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Four seagoing stenographers, part of the crew of the liner Queen Elizabeth, 
to serve traveling business men. 


"Dear Mr. Smith" 
* THE first secretaries to get publicity were the scribes that 
hopped to it when Julius Caesar pressed his buzzer—and the 
boys and girls (mainly girls nowadays) who turn the boss’s 
remarks into stenographic characters and then unravel them 
again into proper English have been in the forefront of the 
news ever since. 

With secretaries so scarce and so high-priced these days, 
many a suggestion comes up to conserve their time and energy, 
for better production. Latest thought is to eliminate “Dear” 
in business letters—just “Mr. Smith,” not “Dear Mr. Smith.” 
E. Willis Jones, advertising consultant and designer, has 
started the Society for Abolishing “Dear” in Business Letters, 
with offices in Chicago and a fast-growing membership who 
are dropping “Dear” and persuading others to drop it, largely 
through the medium of stickers supplied by the society. 

A word saved is a moment gained, but why 
stop with just “Dear”? Every letter begins 


with the name of the person written to and his 
address. Why not drop “Dear Mr. Smith” alto- 
gether? Let’s hope the society amends its objec- 
tive so that letters may be rid of a whole line of 
unnecessary typing, not just one word alone. 


in Busines 


As A hn I 
ARE YOU WITH US? 


od — el ll I 
ae 
aw 
. be 
: . . > 
What of Office Discipline?........ 37 Pa 
é By J. S. Wiltse | | 
5 ‘ * Bi 
| Po | ’ : | ' | | | 
a a 2s: " 
; : meas = ; 
oe Ne kore Aen oe ieee eee A Se a 
(Ee . tae 
a par (ed ae i ee ees 
Ce were ae ee ae ae ie oe a ae 
, o Been 7 a hey i og a ere as 
: ae ee ae ia Sie : on ae fy ae 
rs eet ah, eo ae, Sead - ia Ate f: ' £ : : 
4 mine 2 - a ee 7 | 
[Rg ee ee ao oe a a 
——— Se Cl a. 3 = 
; Se ee : i eae or. ane ‘ ; 
¢ hi & vi eee ee i ‘oe a iy So ; cae 
' 7 ao eae Re < is : a 
ae — miss. ae Ps : 
rs — © wen ae. 4 ee ca a : 
ae 4 Ys Be s > on . 2 Ne " 
i ettatenenneneennmedl fs 4 
pl 
| a 
. 
} ee = 
\ , 
, 1947 ; 35 
‘e : o : aa hae Sis ; ae hie. a ae oe eS ; ee. |. meee ae Bee aa =) 
ee oi } i RC. S i i ee ad oe er fe eee, 5 


ae tL ance of Chippenda e 


IN EXECUTIVE DESKS by “NEWCO”’ 


The beauty of American Walnut combined with elegance of designs and expert 
workmanship makes the “Newco” Chippendale line distinctly different. 

Executives who are seeking the finest at prices consistent with quality will do 
well to view our new line of desks for the modern office. We plan and install 
modern offices from coast to coast. Consult us regarding recent installations. 


We shall be pleased to send descriptive literature upon request. 
We also manufacture a complete line of high grade wood 


office accessories for executive type offices. Tables, book- 


cases, cabinets, waste baskets, etc. 


ri England Woodworking 


512 East 137th Street New York 54, N. Y. 
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Office discipline was a problem even then! 


Betty Grable in "The Shocking Miss Pilgrim" 


(20th Century-Fox). Typewriter is No. | Remington, circa 1875, from Remington-Rand Museum 


What of Office Discipline? 


By J. S. Wiltse 


Manager, Office Department, Johns-Manville Corporation, New York 


* OFFICE EXECUTIVES today recognize that 
one of their big problems is to re-establish and 


maintain proper office discipline. To an outsider 
it may seem strange that such a problem exists, 
but exist it does as everyone in office management 
knows. It is common practice when office execu- 
tives meet and talk shop to ask each other how 
much of a problem this or that is and what is be- 
ing done to correct it. Yes, the subject is very 
much alive. 

That poor office discipline exists in many offices 
today may be attributed to the war influence. 
There is no doubt that many bad employee prac- 
tices originated or grew out of control during the 
war years. 

There are many reasons to account for this. Dur- 
ing this period personnel turnover was extremely 
high. People worked long hours under great 
strain and pressure. Offices were crowded with 
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emergency and transient workers with no great 
permanent interest in their jobs. Employees new 
to business swarmed into offices and never knew 
anything but the hectic, exciting, and relatively 
undisciplined ways of the times. Management was 
occupied with more important—and often more 
disturbing—problems than office discipline. Care- 
less employee habits—absenteeism, lack of punc- 
tuality, the coffee habit, and others—developed, _ 
and management, when the extent of growth was 
recognized, hesitated to take action lest employees 
quit. Man and woman power was very scarce and 
no one wanted to lose any employee. A worker: 
had to be almost a hopeless case to warrant dis- 
missal while the war was on. ' 
But now the war is over and management finds 
conditions improving in many respects. Veterans 
have returned, duration workers have left, tran- 
sient workers are staying put. Once again the 


oad r Bee hey = rn ees 
i. ae a. _ 8 i eee pee MO Soe i ' zn 
: oa a! ) ' ey oe, 
— a 
5 =, 
i 
; . Ss : a 
ea” is “4 ¢ ibe ; 2 3 ae " ad f 
) ae | i Ro 5 oe a ® “a P i ; 
g. + es J o. (i ce th o 
aa ia 19 "3 _ r the a “le , pie Ps - 
i ee. 4 4 S: : 2 gg = ‘ » ‘a A 
a = val _» aie 
ie eS soe. a # 
2 * — ‘Ai 2 [ 2 ae i ? 
; ie i—_ =f | ; . 
a ae r an 7 , Ld pe i ae = 3 > of » 
Be * . ™ . : “—s ae ee * a j 
ne p ; . Ce ise le ¥ 
. ee a ; an i ie zB 4 
. qi i " © > 3 4 = a af % Be 
: aie -: e. A : 
- ae ~~ ae vi 
. * wo” 4 z 2 =. 2 Je : > < 2 % 
a _ a ek : if 
|, Pe eS Rees ae ‘ d 
7 : ae 2 : 4 34 . es 
; er - a Bee” ee of ay * — 
oe le es [oe f . 78 4 a 
a * i "aa 7 2 : Po 2 er 
ir ih -® om “ é pe beens on a 
is. “ht 4s Se a eS ed = a ee ce 
‘\ ie ‘ . Na ba e e : Pe Mi eee) 
a Fs aaa Oa ree A ie. er: a fi 
A oes Se : ae =: ae * 
= ee ee ot Aaa - 7, es aie. 
j . 2 ee Re Bee | 
PB: _ a 8 > ea at eb 
| —S = , | 
_ ha, o sin. - Teg A Eat ee 
P ce 0 om i Sg oe yan : a a ba Le : 
| a . ne) De Gs Se ‘ ie oe 
rx pa ees fo! ne ae Poly ee sens ; 
aft. ee & fo ome Be —— - ey) Saad 9 
2 | ee - as : s 
eat |e oe ; 
: i 2 Qere a : 
-c “fee ; i or, oo el x | 
& a we ee ae eG ai 4 Le 
ee Tm a > ee e A ae ae aa ee oe 
om a ag i ee ioe ue es hl ies 
a OL Fie 1 See neh! = ee ieaceey SE Bae 
(ae. ta iis Tg ee : Wet a "es Ey a ® tee Ti 1] ars 
2a ne ae oo ne ew lll 
ee ee - ee ey Be. tn ae ed oe ™ oS a mae ’ 
F | as io) ee 3 pe is ; Bon ‘ - t % he Ca ea 
, ae se Ngee “ me ance oo a “ rene A ig) 
= : — f " Li eee : ee Pig 
— : a : i a ok ea ee aed q 2s =) es fe ‘ 
ce 7” av ae acm ee j es a sh af ieee ee ee! 
aa ee a = a a Od)? = a o> ca ae ies rg E . 
. 7 we 
a 
IS : | 
a 
; 
i 
‘ 
oo 
s 
ty, 
De F 
" 
y we i 
ry, 198 SS 7 
" Acie 5: ae F 
i n Bk "pe eae eae, 3 ee f 
Pa: 7 peer phe: Bah aaceT : Biot: 
* 7 AS See ee pe ye ee Seas Peet : is : 
=r oe 5 ee nes % wee ee | eg i oe ee 


office executive finds it possible to start building 
a permanent organization. But in doing so, he 
frequently runs into the bad employee practices 
that originated or were condoned during the war. 
Then the question arises: How can office discipline 
be restored and maintained? 

First let us consider what is meant by good of- 
fice discipline. A good working definition might 
be this: Good office discipline exists when the per- 
sonnel of an office are punctual, seldom absent, 
remain at their desks at work with a minimum of 
moving about, and perform their duties efficiently 
in a quiet and orderly manner. Now let us see 
how these objectives might be gained. 

Management should draw up and issue to all of- 
fice employees general rules of conduct to follow in 
the office. Results are better if employees know 
what they are expected to do or not todo. A long 
list of do’s and don’ts are not necessary—in effect 
such precise instructions are apt to create resent- 
ment and break down discipline and morale. It 
should be sufficient to issue a brief general notice 
on expected conduct and to mention a few specific 
items such as punctuality, notifying supervisors 
when one is unable to report to work, keeping per- 
sonal telephone calls to a minimum, and the fact 
that the office is a place for conducting business 
and not a social club—and request employees to 
cooperate. 

Once such general rules have been established, 
don’t let frequent infractions pass by without tak- 
ing notice or action. Otherwise, employees may— 


How 5 ile freedom and discipli 


to make the ideal 


office worker? 
A. Devancy, Inc., N. Y. 
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and probably will—think that the rules are mean. 
ingless. Then there will be a continuation of or 
a relapse into careless habits. 

Exceptions to rules should not be permitted. If 
rules of conduct either in whole or in part are 
good for any employees, they are good for all, 
From time to time employees may ask for perma. 
nent exceptions to suit personal convenience, but 
such requests should be turned down. For ex. 
ample, an employee might request permission to 
report for duty a few minutes after starting time 
or to leave a few minutes early because of one 
condition or another. To grant such an exception 
would create a precedent and would open the door 
for similar requests from others or would create 
a feeling that discrimination existed. 


Leaving the desk 


How can employees be made to stay at their 
desks? The most effective way is to eliminate rea. 
sons for which employees find it necessary to leave 
their desks. Many companies do not permit smok- 
ing at desks during business hours, particularly 
for women. Consequently many girls on occa- 
sions will leave desks to go to rest rooms to have 
a little smoke. Give employees the privilege of 
smoking at their desks and the practice of going 
tn the rest room for a smoke will no longer bea 
factor. 

here are many legitimate reasons for an em- 
ployee leaving a desk—reasons which are required 
to carry on one’s business. Leaving one’s desk to 
go to a file, to another department, or to another 
desk all are time-consuming, create movement 
about the office, and afford opportunities to stop 
to talk to other people. All this tends to break 
down handling of business in an orderly and quiet 
manner. To overcome this situation, management 
should plan the flow of work and the handling of 
clerical operations in such « manner that the legit- 
imate need—and I repeat, the legitimate need— 
for an employee to leave a desk for business rea- 
sons is reduced to the absolute minimum. As 
much as possible the handling of work should be 
planned in such a manner that an employee has 
little if any excuse to leave his or her desk. 

The coffee habit might be called the office public 
enemy No. 1. To eliminate time lost in coffee 
drinking, many offices have established regular 
rest periods, both morning and afternoon, during 
which time employees are expected to take relief. 
If during that period employees wish to go for 4 
cup of coffiee, they may do so, but they must be 
back at their desks ready to resume work when 
the rest period ends. The rest of the time they 
are expected to stay at their desks. Of course, 
there must be a continual check-up to insure 4 


- suecessful operation of a rest period plan; other- 


wise it will break down. (Turn to page 70) 
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In office of Alexander Fraser, president, Shell Oil Co., !nc. 


Shell Office Service. Department 


Increases Over-all Efficiency 


By Andrew Duane 


* “I'LL NEED those figures for the 2 o’clock 
meeting this afternoon—dv you think you can get 
it done by that time?” 

The sales manager hangs up the telephone, sits 
back with a feeling of relief and turns to his work 
with a free mind. 

In the meantime, a specialist in the library sec- 
tion is already at work compiling information and 
jotting notes. 

No matter what kind of service is involved, the 
administration of the service is a function of the 
office service department of the Shell Oil Co., Inc., 
New York. If an individual in the company’s 
head office in the RCA building wants a cable sent, 
a letter written, a book purchased, a package 
wrapped, or a photostat made, he simply notifies 
the appropriate section. All service sections, how- 
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ever, have been combined since 1944 under an 
over-all department manager, who reports di- 
rectly to the vice-president and treasurer of the 
company. The service sections, each of which 
continues to have its own supervisor, include 
cable, library, office maintenance, photographic, 
and stenographic. 

As a result of this coordination of activities, the 
office service department, with a staff of 150 to 
160, services 1,000 employees in the New York 
head office with speed, efficiency and economy. 
The organization has attracted the attention of a 
number of office managers in other industries and 
companies. , 

The cable section in the New York head office is 
the center of the network which guides Shell oper- 
ations in all the territory east of the Rockies. Al- 
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though production fields, pipe lines, refineries and 
marketing centers are located in many different 
states, hundreds and thousands of miles apart, 
they are tied together and made to function as a 
single great business through the magic of thou- 
sands of miles of teletype and telephone wires. 
Approximately 19,000 miles of teletype and 
telephone circuits are leased on a full-time basis, 
or are fully owned, throughout the east, from 
New York to St. Louis, and on down to Tulsa and 
Houston. Through switchboards at the various 
centers, it is possible to speak instantaneously be- 
tween any two points in this network. Two tele- 
phone conversations can take place between New 
York and St. Louis over a single pair of wires 
while the same copper threads are being used to 
transmit teletype messages. 


There are two main teletype circuits. The east- 
ern circuit includes Albany, Baltimore, Boston, 
the Sewaren plant in Néw Jersey, and Jackson 
Heights in Long.Island. The western circuit leads 
from New York through C!eveland, Detroit, Chi- 
cago, Indianapolis, and Wood River, Ill. to St. 
Louis where it ‘can be relayed to Oklahoma and 
Texas on the company-owned wires. In addition, 
there are regular teletype s¢hedule calls to San 
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Francisco and Washington, and semi-automati 
calls on schedule to Minneapolis, Atlanta and Nor. 
co, La., via St. Louis. Since the automatic selecto, 
circuit is used, all that an operator has to do is dia} 
the number desired and release the message at, 
speed of 60 words a minute. To call Cleveland, 
for example, the operator merely dials 1-7941 and, 
without waiting, sends the message. 

Operation of the cable section, from pickup to 
delivery methods, follows the general practices of 
a commercial telegraph company. As a matter of 
fact, the company’s New York office handles ag 
much telegraph business daily as Western Union 
in the entire city of Springfield, Ill. Complete ree. 
ords of all incoming and outgoing telegrams and 
cables are maintained so that any inquiry can be 
answered almost immediately. All in all, Shell's 
lines provide the utmost in speed and accuracy of 
service at a minimum of cost. 

To maintain continuous service and to bridge 
the time differential between east and west, the 
cable section is open 12 hours a day. 


Library section 
The company’s library section becomes increas- 
ingly important each year. Started in 1938, it 
now employs a staff of five, who control the dis- 


George W. Curry, manager of office maintenance department at Shell, 
in daily routine check-up 
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Visitors’ reception room at Shell. One of five reception rooms in head office 


tribution of a vast amount of reading material. 

The library centralizes the purchase, collection 
and distribution of books and magazines. It keeps 
abreast of new publications and the facilities of 
other libraries and information centers, and is a 
member of the Special Library Association, or- 
ganization composed of industrial libraries. 

The average monthly routing of publications 
often exceeds 5,000 individual copies. Every em- 
ployee in the New York office has what amounts to 
his individual subscription to whatever magazines 
he may require. 

Besides this, the library handles a considerable 
volume of research. This ranges from preparing 


bibliographies to studies of office lighting and ven- 
tilation systems. 

Every company has its newspaper clipping 
books. Shell’s library section has something spe- 
cial, however: six identical books containing the 
most important news on petroleum, aviation, 
finance and so forth. Clippings are judiciously 
chosen to avoid repetition. Executives can get 
their news at a glance without wading through 
a mass of irrelevant reading matter. 

Newspapers are kept on the library shelves for 
about three months; magazines up to several years 
depending on their usage. Certain periodicals are 
bound each year for permanent reference ma- 


These checkers in Shell's stenographic department insure accuracy of outgoing mail 
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terial. The standard Dewey Decimal system for 
classifying and cataloging is employed. 

A quiet and comfortable reading room is avail- 
able. 

Mail section 


In addition to a library, Shell has it own post 
office, complete in every respect. Known as the 
mail section, it handles over nine tons of mail a 
week. It also receives and delivers all express 
shipments, averaging some fifty large pieces a 
day, wraps parcels, seals envelopes, and provides 
many similar services. 

Efficient methods of distribution and collection 
are utilized. All incoming mail is sorted into bins 
by floor. A dumb-waiter connects the company’s 
four main floors, each of which has a sub-station. 
Bins are sent from the mail room to the respective 
floors, where messengers again sort the mail, for 
office delivery. In similar manner, outgoing mail 
is picked up in the various offices and sent to the 
mail section. 

Besides handling mail, the section is also re- 
sponsible for the training and supervision of mes- 
sengers and receptionists on each of its floors. 
Here these employees are able to see the organiza- 
tion as a whole and obtain an idea of the function 


of each department. Hours and work schedules 
are arranged with this in mind. 

Messengers are employed fresh from high 
school. Usually they remain as messengers for 
less than a year, after which they are transferred 
to the various departments throughout the office 
where a need may exist for file clerks, junior 
clerks, and other similar junior positions. 

Receptionists are carefully selected, keeping in 
mind that they represent Shell to the visitor, and 
as such, they must be pleasant and capable. 


Office maintenance section 

Since the company’s New York head office oc- 
cupies four complete floors in the RCA Building 
and maintains space on an additional fifteen, a 
gigantic housekeeping job exists. All offices must 
be cleaned daily. All complaints must be prompt- 
ly investigated. Buzzer systems, dictating ma- 
chines, typewriters, calculating machines, water 
coolers, air conditioning, and lighting systems 
must be kept in top-notch condition. In addition, 
hundreds of small details demand attention. 

All this work, requiring systematic surveys and 
planning, falls under the supervision of the office 
maintenance section. Small repairs are handled 

(Turn to page 82) 


Setting up copy on easel photostat camera, one of two at Shell Oil Co.'s head office 


January, 1947 


(oe 
or 
, “ee ; | 
re = | 
ae i] 
See | 
1 pg | 
eae | 
ee ae 
A a ' 
a | 
eee 
- Hag 
a ins . : | 
4 a oe | 
i ho } 
eS 
‘Va a 
“i an 
ates 
4 _ 
aes 
a 
4 — 
es 
oie 
ed: 
a ag 
in ae 
. a 
a a 
sz 
a a 
a ee . 
ps: ee . 
he 4 oi 
7 “i 
a 
ae \ 
ae — 
Boe 
oo 
, ean | 
. 7 
ee 
ie a ¥ oe i = - . 2 - 
re é Pode. Ape ce - ere ‘ ‘ Boge ga oe 
ites . a com Jaa 
4 dio é é +f z 4 ; om aa cs a 
as Pe eae ie Sees ae ee bd 
ie ‘i Bo ES a ie 
4 te: : es, ; : - ee ‘el ae 
) aici , a a. —  * : 
, atie ue Bes at Sar ay ae ge ae rf 
a 4 Pi a ? a | Pam ier. i 
Be "Oe — 4 lee ee A é 
os . ea ee Se sll US ‘ 
s es a 1 at aS ie oe be E a ; bare x ie a aol j 4 i 
ae ee ae x ne ae 
i. ees ee . a. a Gs rime ol 8 y 
Be: tay . ne VIRB ay” aaa re 
= _— a er aca ae =e 
Be ss: ee > z oe SF cya 
wae = cae  B..; 
ee 4 x Se eet a acl akg 
7 Poa ‘ s = 3 # Sees Sime. Gere lS } 
50 : so oe oe. 
us Sg ees me ae a. 
Z sili —_—— a. 
ae s 2a. : 
—_ _ ee aa ti 
es : - ae Sees ee ap ao —° 
= { ‘24 ae ee G is iia h 
:: ; wee) aaa “ * ; Bs) f ee ae 
3. a “ee De so ea : Sa ae halla ; 
— 7. ae “Tae st 
i _ > oe a - a - it 
3 : ce ete. sae ae Py _ po ae a: 2 
ia Ri 3 } a a ee re yi ore a a 2 a lI 
; ce } (Ca a. Es 4 ieee ae 
‘ ae ; a 2k a J ea ae d 
Gi — is era eos ee a 
firs a f ‘a = oo ae ae ae > a nN 
f: P. eas : : pe ae oe oe 
ie) ie i ne es tp ms Oe a 
4 He i ae di ae : . , ., 2 her ea 
= a eee RT, 4 Reta go a ee v 
a ae ed ¥ 2 ke : y 7 = es tl 
BL ‘ss % sees eT eR OE ~ ‘ a 
a. j i) ' Vv 
poo See ro? 
—_— 42. OFFICE MANAGEMENT AND EQUIPMENT Po P 
eo? * oe 
_ 4 5 
“a 7 
e- At 
a e . elise 
i ei Oe Sa Ce: ale a a So.) a PS 3 = : a & oe Jed ae Cie ee o os Pine 
-_: ie -_ Bei): a ee eae a A per me a oe Ce es. 
a = er Oa Sale i eee oe : ee e. 7 am et eee ee 
— oon on ae hl kl ee ri eS ae 


The forms used 


“PLEASE REVIEW BELOW... .” 
One Method of Handling the Technical Magazines 


By |. A. Judson 


Recording Secretary, Weston Electrical Instrument Corporation, Newark, N. J. 


% THE Weston Electrical Instrument Corpora- 
tion was considering a change in its method of 
handling technical magazines to which the firm 
subscribes for its personnel. 

The requirements of a new system were two: 
it must provide an expeditious manner of screen- 
ing from the monthly deluge of news articles and 
data whatever might be of value in any depart- 
ment; second, such material must be carried di- 
rectly and effectively to all individuals concerned, 
and with a maximum economy of time. This last 
was of great importance since, for best results, all 
this had to be accomplished while the publications 
were still fresh. 
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It was finally decided to lay the responsibility 
for selection and presentation of material on the 
firm’s executives in the different branches of en- 
gineering and research; men who were not only 
specialists in their fields but also possessed the 
broadest overall knowledge of the plant’s needs in 
design, in materials, in equipment and in opera- 
tions. To circulate these findings, ‘“‘The Technical 
Magazine Review” was launched and for several 
years now it has served the Weston organization. 
well. 

As soon as a periodical is received, a card file 
is consulted for the name of the executive to whom 
it is to be sent, and to whom it is charged as of 
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that date. A review slip is filled in across the top 
with this name, also the date, and the title and 
date of issue of the magazine. It requests the ad- 
dressee to “Please review below and return,” and 
it is signed by the librarian. This slip is clipped 
to the top cover of the magazine and serves as 
mailing direction in the plant’s mail delivery. 

The recipient, on going through the publication, 
may find one contribution or he may find several 
that he considers of value. He may note on the 
review slip merely the page number and title of 
some data sheet, or a sketch, or the announcement 
of a new material. 
ber and title and mark it to the attention of a cer- 
tain co-worker. But usually he writes a short re- 
view of one article, or more, telling just what it is 
about, giving an idea of its treatment and indica- 
tion of its scope. This is likely to be around sev- 
enty-five words in length although it may run 
longer or be even shorter. 

He then checks his own name off the top of the 
slip, which again serves as mailing instruction to 
carry the periodical back to the librarian. There, 
with the slip still attached, the magazine is placed 
with the others awaiting the preparation of the 


Courtesy Champion Paper & Fiber Co. 


He may only list a page num- 


- 


next issue of “The Technical Magazine Review.” 

The master copy of the Review is typed by the 
librarian. Margins are kept wide. The maga- 
zines are listed alphabetically with the date of 
issue beneath the name, after which appear the 
initials of the reviewer. Across the remaining 
space are the page number and title of the article 
followed by the reviewer’s notes, or review, as 
the case may be. 

The review is duplicated, Addressographed, and 
sent to all members of the engineering department 
and others in the organization who are interested, 
and who are supplied with request forms to fill 
in for any of the publications desired. The mar- 
gins provide space for request- and return-dates, 
each sheet thus doing extra service as a record of 
material read by the individual. 

These magazines are not put into circulation at 
once. Instead, they are set apart and for one 
month are available upon request. After that they 
are put on the shelves for general use. 

“The Technical Magazine Review is both con- 
cise and comprehensive. It keeps the personnel 
closly informed of developments and trends on 
many fronts. And it is always fresh! 


Paper for publications. Of the making of magazines there is no exd—nor of office 
plans to get full value from those subscribed to. One good method is described 
in the article herewith. 
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In administration building mail room, Ford Motor Co., Dearborn, Mich.—mountains of mail 
ily mean a tremendous filing problem, handled with the famous Ford efficiency 


Myopia in Filing 


By Julius B. Kaiser 


Archivist, Standard Brands, Inc., New York 


% MYOPIA, a defect in vision so that only that 
which is very near can be seen distinctly, is an ail- 
ment not entirely restricted to the eyes. Short- 
sightedness in filing is a condition so prevalent in 
business life, that attention to it is necessary. 

A file system may be scrupulously adhered to, 
with no errors in filing sequence existing, and still 
the files may suffer through myopia. They may 
be perfect in their obedience to all known rules of 
orderliness, as perfect in this respect as a tele- 
phone book, yet be victims of this serious malady. 
And the disease is serious, capable of producing 
financial loss to an immeasurable degree. 

To recognize the symptoms of this disease re- 
quires careful analysis of the functions of both 
files and records. 

First of all, the most elementary knowledge of 
files will yield the fact that they are used for hous- 
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ing records. They are the receptacles into which 
papers are placed after the papers have been made 
into records. The files hold these contents for the 
length of time necessary for the information, im- 
parted by the records, to be at hand. - 

Closer inspection will show that there are three 
main classes of files, in regard to utility. One type 
may be called “active” or “current,” the other 
class “semi-active” or “transfer,” while the last 
category may be designated “inactive” or “ar- 
chives.” The names chosen describe the condition 
of the tenants—the records—and thereby impart 
titles to the files. 

In the first year of a record’s existence, it is 
called upon with a great amount of frequency for 
perusal of its contents. One reason or another 
stimulates the need to remove it from the files for 
study. It is active. (Next page) 
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It should be removed from active files, once past 
this activity, so as not to clutter up these recep- 
tacles, thereby allowing room for material of more 
current vintage and permitting easier access to 
the files. If retention beyond this point is advo- 
cated, the place to which the record should be con- 
signed is the semi-active files. 

Semi-active files, physically located within the 
premises of the company, subject to the reference 
which is generally fairly heavy, are repositories 
which should limit tenants to a short stay. Rec- 
ords should be removed a year or two after entry, 
and those having no further value destroyed, 
while the balance, deserving of longer tenure, 
should be sent to inactive files. 

Inactive files, containing records to be of value 
beyond middle age, should be considered archives. 
The premises of the archives should be outside of 
the building or at least sufficiently separated from 
the floor space dedicated to the storage of active 
or semi-active material. 

The records which reside in the files must next 
be considered before diagnosis of myopia can be 
attempted. 

There is a class of record which, charitably, can 
be merely called “useful’’; a type consisting of 
papers which aid solely in carrying out daily af- 
fairs. These generally exist in greatest bulk and, 


Before the days of vertical filing. 
The Bettmann Archive 


unless controlled both in their creation and their 
consequent filing, swamp the files by sheer weight 
of numbers. 

The “useful” papers having been removed from 
the ranks, the other documents will be found te 
have three more or less definite divisions within 
them. The records of original entry will be sim- 
ple to isolate, and these will aptly fit the title, 
“legal.”” Then will become apparent a different 
class—one which transcribes or summarizes the 
information supplied by those records called 
“legal’’—consisting of the general ledger, the 
journals or journal vouchers, the cash book, and 
similar records, which may be called “legal-his- 
torical.” 

The final classification and one often difficult to 
distinguish from the “legal-historical,” are those 
records valuable in depicting past errors and 
achievements, summarizing past costs, showing 
former methods and procedures. These records 
may be designated “historical.” 

Myopia—shortsightedness in recognition of the 
functions of both the files and the records con- 
tained—stands out against the background of this 
understanding of catagories. It shows itself in 
financial loss to the firm which has allowed this 
disease to persist; it may exceed all estimates in 
its toll. (Turn to page 72) 


Scere in U. S. Patent Office in 1868. 
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In the transit and mail departments of the Franklin Society 


Ben Franklin Would Have Liked 
Franklin Society Office Efficiency 


By Grace Buckley 


%* THE SMOOTH functioning of the mail and 
transit departments and other centralized office 
services that the Franklin Society for Home 
Building & Savings has located on the open bal- 
cony overlooking the main floor of its head- 
quarters at 217 Broadway, New York would win 
the praise of that ardently efficient genius, Ben- 
jamin Franklin, whose name the organization 
bears. 

Miss Elizabeth J. Till, assistant secretary, who 
directs the balcony departments, has planned a 
layout that is compact, attractive, and helpful in 
speeding the handling of mail and correspondence. 
Placed against the wall at one end of the balcony 
is the mail unit. Its equipment includes metal 
bins in which sorted mail is placed to be picked 
up by messengers and a metal platform below 
with a postage meter. Bins, adjustable to any 
size, are marked with names of executives to 
whom mail is routed. Their arrangement makes 
it easy for messengers, calling for mail every hour 
or so, to pick up letters in a sequence corre- 
sponding to the location of offices through which 
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they pass, saving time in delivery throughout. 
Outgoing mail is taken to the post office twice 
daily except on Mondays when an extra trip is 
scheduled, or when special mailings must be han- 
dled. Then the number of trips are increased. 
Methods of handling mail and correspondence 
are planned carefully to save time and expense. 
Rapid separation of deposits from other classes 
of incoming mail is effected by identifying re- 
turn envelopes supplied to customers and by the 
feel of enclosed passbooks. Printed stickers on 
the backs of passbooks indicating the depositor’s 
name and address permit use of window envel- 
opes for their return and eliminate addressing. 
Special window envelopes insure fast handling 
of approximately 10,000 Christmas Club checks 
bearing names and addresses of members. 
Rapid addressing of forms and documents, 
such as insurance policies on property on which 
the bank holds mortgages, is facilitated by a spe- 
cial mailing file located in the centralized filing 
section on the balcony. Stencils are quickly 
pulled from this file and the forms put through 
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the Addressograph for mailing in window en- 
velopes. 

Fourteen secretarial desks, grouped in two 
rows in the transit department, make an impor- 
tant contribution to the swift handling of the 
great volume of correspondence included in the 
day’s work. Desk compartments provide for 
the noiseless typewriters used throughout the 
transit section and keep desk tops free for other 
work. And they have another advantage in per- 
mitting an instant change to other activities since 
correspondence or other work in hand may be 
closed within the compartment with the machine. 


Folders studied 


One effective means of familiarizing new work- 
ers in this department with the background, 
policies, and special banking terminology of the 
organization is through study of the many folders 
relating to different types of accounts that are 
prepared for customers by Robert J. Christensen, 
_ assistant secretary and advertising director. 
i Knowledge of the Society’s activities obtained in 
‘ this way furthers interested, intelligent handling 
' of the transit department’s correspondence. 

Copies of a model letter, showing correct set- 
up, writing of figures, and so on, are run off on 
a Ditto machine in the mailing department and 
_ are given to new typists and secretaries for study. 
Centralization of office supplies in balcony space 
adjoining the transit department promotes 
smooth functioning. Vertical metal compart- 
' ments with locks afford complete protection to 
supplies arranged within on metal shelves. 

: Daily requisitions are made by employees for 
_ Office supplies required for a 24-hour period. 
_ Avoidance of too large a supply of letterheads 
and routine forms at desks insures fresh, attrac- 
tive appearance for letters and prevents errors 
. Or waste when changes are made in forms. 


Stock index 


An alphabetical index of stock that indicates 
location is kept on hand in the section, supervised 
by one employee who fills all requisitions. For 
easy accessibility, all forms, including letterheads, 
are numbered and corresponding numbers are in- 
dicated on stock shelves where these supplies are 
located. Supplies in greatest demand, such as 
_ letterheads, paper, and carbons, are racked toward 
_ the front of the unit. Materials used less fre- 
' quently are stocked toward the rear or on upper 
_ shelves. Portable steps are py vided for ease in 
' reaching these locations. 
Methods employed by the centralized filing 
department that adjoins office supplies are care- 
fully studied in relation to the material filed. This 
section includes the bank’s vault for securities. 
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The Open Door 


(See cover picture) 


% "THE president's office? Just off the main aisle— 
the office with the open door." 

That phrase, “the open door" comes naturally to the 
lips of members of the personnel of the Franklin Society 
for Home Building & Savings, identifying the office of 
William J. Dwyer, president of the Society, for visitors 
who are unfamiliar with the main floor layout. 


Mr. Dwyer's practice of leaving his door open while 
he is at work is felt to symbolize aptly a spirit of helpful 
friendliness motivating the entire organization. For this 
open office door suggests the accessibility of the presi- 
dent to the Society's personnel and to the public, the 
close touch that he maintains with every phase of the 
business, and his interest in the welfare of the 38,000 
members enrolled in the Society. 

The portion of the office interior that the open door 
reveals tells more about the personality and interests of 
the occupant. Built-in shelves filled with books make a 
cheerful contrast with the walnut paneled walls. The 
furniture is in the same fine wood, its tone suggesting 
warmth as well as dignity. 

A fine portrait of Benjamin Franklin directly faces the 
en door, which also brings into view one of numerous 
if prints of the thrifty sage which decorate the walls. 
Inquiring visitors learn that Mr. Dwyer is as well ac- 
quainted with the career and philosophy of Franklin 
— statue stands in Printing House Square where the 
ociety had its beginnings) as if he were a contemporary. 

Much of the extensive Franklin lore that Mr. Christen- 
sen, assistant secretary, assembles through constant re- 
search finds its way into the Society's quarterly publica- 
tion, The Franklin News, providing a background of 
vivid human interest for the Society's encouragement 
of saving and home-building. 

The hospitable atmosphere that the president's office 
expresses is felt throughout the Society's offices. It is 
furthered by the flowers, ordered at two-day intervals, 
that brighten the several desks in the pleasant office area 
on which the president's door opens. These include the 
desks of Mr. Dwyer's two secretaries, placed for time- 
saving and working convenience at either side of the 
entrance to his office. 


° 
° 


National Business Show for Coast 


The first National Business Show to be held on the 
West Coast since 1929 takes place in San Francisco from 
February 20th to 26th (Sunday excepted) at the Civic Audi- 
torium. ; 

At this time, under the management of Edwin L. and 
William A. Tupper, of the National Business Show Co., 
many major manufacturers of office equipment, machines, 
and systems will exhibit their new products to users. 

Invitations to purchasers and users of office equipment are 
blanketing the eleven western states, and the management 
says the highly satisfactory response indicates that the show 
should duplicate the achievement of the New York National 
Business Show which attracted over 100,000 to Grand Central 
Palace last fall. 

Further proof of the importance of this show is seen in 
the fact that the large manufacturers will have enlarged 
sales and demonstrational staffs present at the auditorium to 
satisfy what they consider will be an unprecedented interest 
in their products. 
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Photo by Walter J. Russell, N. Y. 


“What's in a Doughnut" is the theme of this mural, one of two in the reception room 

of Doughnut Corp. of America, in New York. They were done by Louis Ross, based 

on the old Italian gesso methods. Figures are in relief, of a flastic compo-ition 
formulated by Mr. Ross 


What's in a Doughnut? 


Reception room and general offices of Doughnut Corp. The recep- constructed of Martin-Parry detachable metal partitions, permitting 
tion room is a combination of bleached oak and Linowall blue great flexibility. Grained imitation wood covers these partitions 


. . . : : on the outside, simulating bleached mahogany perfectly. Inside, 
gue rvaigr Ge sonenning Se gan — washing. Entrances each executive has his choice as to color scheme. Bloch & Hesse 
to executive offices are shown at extreme right. These offices are were the architects 


Photos by P. A. Dearborn, N. Y. 
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At one of the two luncheons marking 


Big Regional for Office Managers 


By Kimball Darby 


A regional conference which won the plaudits 
of everyone who attended was held by Areas 1, 
2, 3, and 13 of the National Office Management 
Association at the Bellevue-Stratford Hotel in 
Philadelphia on December 6th and 7th. 

On the Friday morning, after registration, the 
members met in the hotel’s Red Room, where they 
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heard a brief address of welcome by J. Roland 
Stott, Fidelity-Philadeiphia Trust Co., president 
of the Philadelphia chapter of NOMA, after 
which four concurrent sessions of committees 
for education, research and standards, admissions, 
and programs and publicity met in separate 
rooms to discuss future plans and past efforts. 


Good-fellowship, keen discussion 
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the NOMA conference at Philadelphia 


While these sessions were devoted especially to 
the work of the officers and members of each com- 
mittee, all members of the association were wel- 
come to sit in on the proceedings. 

Following a luncheon, at which Chester P. 
Grassmuck, American Oil Co., Baltimore, Md., 
past president of the Baltimore chapter, was 
chairman, O. J. McMunn, Duquesne Light Co., 
Pittsburgh, vice-president of the National Office 
Management Association, led the members 
through a discussion involving relationship 
among the chapter, the area, and the national 
organization. 


made the meeting an inspiring one 
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The convention then adjourned to the Red 
Room, where, under the guidance of Mr. McMunn, 
representatives from each of the morning’s vari- 
ous meetings reported on what had been accom- 
plished there. 

Walter Camenisch, Philadelphia Auditing & 
Calculating Co., speaking for the education com- 
mittee, told of the great possibilities in national 
clerical ability tests, and spoke highly of tests for 
job applicants which are far-reaching enough to 
establish whether or not the applicant has the 
ability to progress beyond minor jobs. 


(Next page) 
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Mr. Camenisch also told of the efforts of the 
Philadelphia chapter to acquaint graduating 
classes of the city’s schools with the possibilities 
of a business career, and called attention to the 
activities of the Worcester chapter, which is 
initiating a course in office management for junior 
executives. 

The chairman of the admissions committee, 
Fred Keller, F. W. Albrecht Grocery Co., re- 
ported on his meeting’s proceedings. Mr. Keller 
voiced the opinion that the recent raise in dues 
hadn’t hurt membership to any great degree, and 
cited increases in membership of all four areas 
represented at the conference. 

Mr. Keller also impressed his audience with the 
importance of reaching top management in future 
admissions work, and urged the development of 
a suitable presentation to aid the various chap- 
ters in enlisting new members. The treatment 
accorded new members who might easily become 
discouraged by a feeling of strangeness at chapter 
gatherings was another consideration mentioned 
by Mr. Keller. 

The necessity for continuity in committee 
membership for sustained success of a chapter’s 
activities was brought out by Joseph M. Robins, 
president of the Roberk Co., Norwalk, Conn., 
who was co-chairman of the programs and pub- 
licity meeting. 

“Lack of continuity of committee membership 
from year to year invariably means a complete 


break in a chapter’s long-range educational pro- 
gram,” Mr. Robins said. “It is very important 
that somebody from the previous year’s commit- 
tee be a member of the same committee next year 
to orient the new blood coming in.” 

Mr. Robins agreed wholeheartedly with the 
thought voiced by another member of the com- 
mittee that while it was advantageous to lay out 
a chapter’s program for an entire year in advance, 
a certain amount of flexibility was necessary for 
timely subjects. 

Publicity came in for limited discussion, in 
which it was revealed that the committee favored 
publicity committees as being more effective than 
a publicity director. Problems of publicity work 
in a small town as compared with that of a large 
city were touched on, but time did not permit any 
further discussion. 

Research and standards had been the object of 
committee investigation during the morning, and 
E. E. Herring, Atlantic Refining Co., reported on 
his group’s findings. Facts concerning surveys 
now in progress and studies to be made in the 
future were brought out. 

On the Saturday morning, the convention heard 
C. U. Stapleton, Canadian National & Grand 
Trunk Railways, past president of NOMA. 
“Standards Can Save You Money” was the title 
of Mr. Stapleton’s address, which proposition he 
proceeded to prove to the satisfaction of all his 
listeners. (Turn to page 64) 


COMMITTEE CHAIRMEN AND CO-CHAIRMEN FOR THE CONFERENCE SESSIONS 


Standing, left to right: Robert F. Brown, Bird Coal Co., Philadelphia; 
Warren Heyberger, Armstrong Cork Co., Lancaster, Pa.; E. H. 
Whitlam, Dictaphone Corp., Washington, D. C.; Purnell B. Darrell, 
Jr., Peoples Bond & Mortgage Co., Philadelphia; E. D. Herring, 
Atlantic Refining Co., Philadelphia; ‘and Walter Camenisch, Phila- 
delphia Auditing & Calculating Co., Philadelphia. 
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Seated: Fred Keller, Fred W. Albrecht Grocery Co., Akron, Ohio; 
Chester B. Grassmuck, American Oil Co., Baltimore, Md.; O. J. 
McMunn, Duquesne Light Co., Pittsburgh, Pa.; J. R. Stott, Fidelity. 
Philadelphia Co., Philadelphia, president of the Philadelphia Chap- 
ter, NOMA; and Joseph M. Robins, of the Roberk Co., Norwalk, 
Conn. 
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NEW THINGS 
in the NEWS 


the ABOVE: 
IN GOOD TASTE. This handsome desk set is decorated 
with 14-karat gold tooling. It consists of a metal letter 


ard opener, a beautifully lined stationery box, a blotter, a cal- 
endar, and the desk pad, 26 by 18 inches. This set is 
‘and available in red, green, or brown leather. It retails for $75. 
MA. From Camalier & Buckley, 1141 Connecticut Ave., Wash- 
title ington, D. C 
1 he ABOVE: 
his A LOW COST, self-contained alarm system that warns against 


sharp increases in temperature is offered by Turner Bros., Inc., 2625 
Hilton, Ferndale 20, Mich. Known as the Detect-O-Larm, this new 
item is made up of a simple thermostatic switch powered by four 
dry-cell batteries. The makers say the item requires no servicing 
except for replacing the batteries. It is suggested as a guard 


Ohio; against fire. Examples of installations would be from warehouse to 
DO. d office; from basement to main part of home; and from hotel rooms 
lelity- to central control panel or switchboard. The detector measures 
Shap- 1/4 by 2'/2 by 6'/4 inches and weighs 2!/4 pounds. The cabinet is 
rwalk, constructed of heavy gauge steel, finished in bright-red baked 


enamel. Batteries are leak proof, corrosion proof, and non-swelling. 
Thermostat is rust-proofed with pure silver, open-circuit contact 
points connected in series with the four, size D, sealed-in flash- 
ee es The unit is priced at $4.95. The bell is not in- 
cluded. 


BELOW: 


A NEW SERIES of functional desks has been announced by Kol, 
Inc., 220 South 10th St., Minneapolis, Minn. The desks are de- 
signed to speed and simplify desk work and to decrease the fatigue 
of the worker. This new Kol desk is suitable for the executive or 
the clerk. Features a pedestal, which can be upholstered to match 
or harmonize with other furnishings, and a sturdy chrome frame. 


ABOVE: 


_ SERVES TWO PURPOSES. The Pendaflex utility design 
is an adaption of the mobile file. It gives a work surface 
of 24 by 42 inches when the file is closed and the drop- 
| leaf table top up in place. The table is 28% inches 
high, suitable for typewriting or clerical work. Sturdy 
construction. When not in use the table top folds 
neatly in place at one side of the mobile file. Finished 
in @ wear-resistant olive green enamel. Made by the Oxford 
Filing Supply Co., 332 Morgan St., Brooklyn 6, N. Y. 
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LEFT: 


FOR SMALL OFFICE, this new metal postal scale an- 
nounced by the Accurate Parts Mfg. Co., 12435 Euclid Ave., Cleve- 
land, Ohio. The face of the scale is cream colored and carries a 
listing of all domestic postal rates in various classes up to twelve 
ounces. The rest of the scale is made in either cardinal red, office 
green, or ivory. The scale also features cantilever spring action to 
insure dependable accuracy. It is 35 inches in height and com- 
pletely enclosed. A table top, 2!/2 by 3 inches, makes weighing 


RIGHT: 

A NEW ALUMINUM DRAFTING PENCIL has been in- 
troduced by the Elastichuck Sales Co., Box 220, Inglewood, 
Calif. The pencil features a rubber collet in the neck 
of the chuck which grips the lead and cushions it against 
undue pressure, thus eliminating unnecessary lead breakage. 
The collet is the only contact between lead and pencil. 
The hardened steel chuck cannot be damaged when sharp- 
ening leads against a file or sandpaper pad. The chuck is 
knurled for those who grip a pencil close to its point. 
The barrel is also knurled for normal grip and is tapered 
for balance. Metal is highly polished and will not stain 
or rust. A roll-stop keeps pencil from rolling off inclined 
boards. Uses standard drawing leads; an indexed tip 
identifies the lead in the pencil. Single-end and double- 
end pencils available; double-end pencils will accommo- 
date two full-length leads and are used where two kinds 
of leads or colors are necessary. The company also supplies 
eraser holders with or without typewriter brush, rubber 
refills for eraser holders, and leads for the pencils. 


LEFT: 


service. 
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easy. Individually boxed, it retails for $1. 


PACKAGED COMMUNICATION for the small office. 
The Dalmotron is an intercommunication device, designed 
for the small office, store, plant, shop, apartment, or home. 
Instead of having a complete audio amplifier in each master 
station, the Dalmotron uses only one-half an amplifier. The 
calling Dalmotron utilizes the amplifier of each of the other 
Dalmotrons as well as its own. 
station which transmits and receives. 
way conversations can be carried on simultaneously while 
the rest of the system is open for paging. No loss of audio 
power when several Dalmotrons are in use. Has high fidelity 
The device does not have on and off 

Once installed, the system remains in constant 
Bears the label of approval of the Underwriters’ 
Laboratories. Installation is simple. Made by Dalmo Victor 
of San Carlos, Calif. 


Each Dalmotron is a master 
Two separate two- 


of voice tones. 
switches. 


Aim.’ A> 
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RIGHT: 


THIS TWO-HOLE PUNCH is one of the new models in 
the Clix line recently produced by the New England Paper 
Punch Co., Natick, Mass. It punches two '/4-inch holes, 
23% inches apart. An adjustable gauge permits punching 
sheets up to twelve inches long. Easy to operate. Other 
new models include a 7-hole punch which punches all 7 
holes for 7-ring binders at a single sq a 
duty punch which is adjustable for punching either 2 on 
or 3 holes; and a single hole punch that operates with light 
pressure. All these Clix punches are attractively packaged. 


LEFT: 


A NEW DEVICE for improving letter and document files has 
been announced by Booth Industries, 1238-40 Third National Bldg.. 
Dayton 2, Ohio. Two of these devices, called File-Blocs are placed 
in the front of the drawer and two ahead of the follower if the 

The guides and folders are kept at an angle and 


file is vertical. 
the tops of the folders fan out like a book as shown in the diagram. 
Wherever a folder has been removed the file stays open. 

i the contents of the drawer are more visible and accessible, material 
to be returned to the file can be put away quickly. The manufac- 


turer says File-Blocs can be inserted in a few minutes. 
en cadmium-plated steel. 


«. 


RIGHT: 


A MODERN APPROACH fo sales training. The Aids Equipment 
Corp., 131 West 42nd St., New York 19, has announced the avail- 
ability of completely automatic sound slidefilm equipment. With 
the record arm in place and a film strip in the projector, no other 
action is necessary. The equipment operates by itself, changing 
frames as the narration flows from the amplifier. The equipment 
also features remote control for those desiring to narrate their 
own film strips. The company also announces that a company 
which wishes to make its present slidefilm automatic and wishes 
to incorporate the sound can do so. For additional information 
write the company. 
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ABOVE: 
THIS IS THE BUSINESS end of a new machine, known as the 


Autopen, an automatic, electric pen-and-ink rewrite machine. 
Autopen rewrites an individual's signature or any other writing 
automatically and with invariable precision as many times as 
desired. You need write your name just once, and the machine 
does the rest. As you sign your name it is recorded into the ma- 
chine bv two movable arms which motivate two special scribing 
pens. These pens transfer to a moving tape a pattern in the 
form of two wavy lines. The pattern is cut and processed and 
reinserted into the machine. The writing arms are actuated by 
these wavy lines and reproduce the original signature or drawing, 
so that it is indistinguishable from the original. Over one hun- 
dred thousand signatures can be reproduced from one master rec- 
ord. The strong, plastic master can be removed and another put in 
its place in a few minutes. The operator uses a foot-pedal, thus 
freeing both hands for quick and easy feeding. An Autopen 
signature is legal. From the Autopen Co., 226 G St., N.W., Wash- 
ington 1, D. C. Priced at $1,150 f.0.b. Washington. One record- 
ing comes with the machine. Each additional recording is $60. 


RIGHT: 


AIR CONDITIONER UNIT from the General Engineering & 


Mfg. Co., St. Louis, Mo. Suitable for stores, offices, and small 
plants, this packaged air conditioner is known as the Gemco 


Conditioner. It is isimple and easy to install, and is light-weight. 


The company says it needs very little servicing. It features an 


aluminum semi-hermetically sealed motor and compressor housing. 
The motor is cooled by 


The compressor is a two-stage type. 
refrigerant gas instead of the usual oil. It consumes only about 
half as much water as other types of conditioners, says the company. 


LEFT: 


ABOVE: 
A BACK TRANSFER DEVICE is a feature of the Original-Odhne 


calculator, away from the American market since the beginning of 
the war. This Swedish-made machine is a lever-set, hand-operated 
machine of rugged construction. It is portable. The back transfer 
device, exclusive with the Original-Odhner machines, operat 
through a key, which is depressed before clearing the result-regis 
ter, and automatically transfers the result from previous operation 
to the setting board. List price, $165. !van Sorvall, 210 Fifth Ave, 
a York 10, is sole distributor for the machines in the United 
tates. 


A RUBBER CEMENT DISPENSER was recently added to the line 
made by the Louis Melind Co., 362 West Chicago Ave., Chicago 
10. The self-sealing rubber cap has a gasket molded in. The brush, 
made of fine bristle, is adjustable. Simplicity is the keynote of the 
entire unit. The dispenser is individually packaged in the good 
looking yellow and dark purple carton shown. 
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BELOW: 


OFFICE MANAGERS strolling through stationery stores 
will be seeing this attractive three dimensional plastic con- 
tainer now being used by the Moore Pen Co., 29 Melcher 
St., Boston, for its handsome Fingertip pen and pencil set. 
The pen and pencil rest on a transparent tray in the 
crystal-clear plastic container. ABOVE: 


SAVE TIME, TEMPERS, mistakes, and expense by using the 
Withholding Tax Computor. Scientifically designed, has eye level 
reading, legible figures. Is operated with one hand. Constructed 
of steel and aluminum and finished ir black crackle. Comes with 
an individual complete roller chart to suit a special need. Avail- 
able for daily, bi-weekly, weekly, semi-monthly, and monthly. The 
chart rollers are interchangeable, and balanced for quick operation. 
There are no gadgets to get out of order. Retail price, $15, in- 


vey cluding one of the five roller charts. From the Briam Industrial 
perated Corp., 51 East 42nd St., New York. 
transte 
perates 
It-regis 
eration 
th Ave, 
United 
LEFT: 
AN IMPROVED PROCESS DEVELOPER, called Premium 
Graph-O-Lith, has been announced by the Philip A. Hunt 
Co., 253 Russel St., Brooklyn, N. Y. The company says it 
assures finer tonal qualities for line and halftone negatives 
on process film, stripping film and paper and. gives fine- 
grain and a high resolution coefficient (the number of lines 
per inch which may be photographed). The spreading of 
fineline images is minimized, and there is hardly any trace 
of halation. There is very little danger to the skin. The 
| developing properties are not affected by different waters. 


New chemicals used in it help eliminate the injurious effects 
of dissolved iron and oxygen. The new chemicals also 
separate magnesium and calcium salts. The chemicals act 
as preservatives, thus prolonging the useful life of the de- 
veloper. Available in 1, 5, and 50-gallon size containers. 
Samples available. 


RIGHT: 


BECAUSE of a widespread demand for a fluorescent lamp that 
would fit 25-inch copyholders, the Copy-Right Mfg. Corp., 53 Park 
Pl, New York 7, has added such a lamp to its line. Lamps to fit 
12, 16, and 20-inch models are also made. The lamps can be at- 
tached to line-by-line copyholders and the result is a neat, com- 
pact unit which leaves all desk surface free and clear. The lamps 
take a |5-watt T-8 fluorescent tube. Without tube, lamps for 12, 
16, and 20-inch copyholders are $16.50 each; for 25-inch copy- 
holders the lamps are $18 each. Descriptive literature is yn: 8 
on the complete line. 
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ABOVE: 


ON THE SPORTSMAN'S DESK. These Lucite desk 
accessories, a 10-inch letter opener, a 3 by 2-inch 
paperweight, and a 6-by-3-inch memo pad use a trout 
fly in all its color. Available in clear crystal, blue, 
yellow, or green Lucite. Presented by Sun Glo 
Studios, 225 Fifth Ave., New York 10. 


RIGHT: 


THIS HEAVY DUTY PAPER PUNCH is available from the oe age 
Made to 
accommodate from 3 to 6 punch heads, providing for all standard 
The long curved handle gives powerful leverage 
so that a maximum of 3/16 inch of material may be cleanly 
punched. A fully calibrated scale on the front table makes posi- 
Punch heads may be quickly reset by releasing the 
knurled thumb screws and moving heads to the desired position. 
From 3 to 6 punch heads may be used for any spacing. The wide 
front table, 7'/4 by 1034 inches is large enough to prevent tilting. 


Products Mfg. Co., 3480 East 22nd. St., Los Angeles 23. 


hole punchings. 


tioning easy. 


Has rubber feet. A catalogue is available. 


LEFT: 


delivery. 


A WASTE BASKET for the executive. 


basket out of plywood and a laminated steel exterior. 
top of the basket has a satin-finish metal border. 
basket is 13 inches square at the top, 10!/g inches square 
at the bottom, and 15!/, inches high. 
four metal floor guides. Available in brown, green, or gray. 
Packed one to a carton. 


OFFICE MANAGEMENT AND EQUIPMENT 


BELOW: 

A LOW PRICED line of inter-communication equipment has been 
announced by the Talk-A-Phone Co., 1512 South Pulaski Road, 
Chicago 23. The company has now incorporated features, pre- 
viously used. only in expensive , into the new inexpensive 
model shown here. The new model has Alnico 5 speakers, Insta- 
Action selector switch, and a powerful high-gain amplifier. Con- 
structed of walnut. Illustrated are the special master and sub- 


station. This system consists of one master station working with as 
many as ten sub-stations. A special catalogue describing the line 
is available. 


The Wells Office 
Furniture Co., 725 South La Salle St., Chicago, made this 


The 
The 


It is equipped with 


List price, $7.50. Immediate 
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RIGHT: 


NEW IMPROVED DESK MOISTENER SET produced by 
the Hydrawlik Co., Roselle, N. J. This new model features 
a reservoir which holds twice as much water as the old 
model. The moistener automatically allows the right amount 
of moisture to seep into the sponge without any leakage. 
Has a flexible plastic valve, and comes in an assortment of 
The non-breakable plastic stand is black. 
retails for 50 cents. 


colors. 


The set 


LEFT: 
INNUMERABLE TIME-REDUCING and cost-cutting methods for 


streamlining records and procedures used in industry are suggested 
in the series of new sample portfolios offered by the Varco, Inc., 
5000 South California Ave., Chicago 32, manufacturer of continu- 
ous business forms. The portfolios contain an extensive array of 
business forms utilized throughout industry. These forms should 
be examined to see what systems comparable business organiza- 
tions use for consolidating and simplifying writing operations. 
Portfolios are available free from the Systems Department of 
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the firm. 


RIGHT: 


THE HEAVY DUTY business model of the Peirce wire recorder 
is now available. Remote control permits dictation 50 to 100 feet 
away from the machine. In transcribing, the typist controls the re- 
corder by a button attached to the typewriter or by a foot pedal. 
Recording is done magnetically on a thin stainless steel thread 
which comes in reels weighing only a few ounces. The reels will 
record from 66 minutes to over two hours of continuous recording. 
Sound can be amplified to any desired degree. Messages may be 
played back as much as 100,000 times without loss of volume or 
tone quality. The record spools may be filed away or mailed easily. 
Recordings may be erased automatically for corrections or for mak- 
ing a new recording. From the Peirce Wire Recorder Corp., 1328 
Sherman Ave., Evanston, Ill. 
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LEFT: 


supply and a new ball point. 


RIGHT: 


ELIMINATE SUDDEN SPURTS of water 
with this new improved drinking fountain 
bubbler valve introduced by the Ebco Mfg. 
Co., Columbus, Ohio. The company says 
this new bubbler permits finger tip control 
of a full flow of water at any stream height 
without squirting or surging. Has a self- 
closing valve and an automatic stream con- 
trol and a lever handle. The sparkling crom- 
ium-plated bubbler guard adds beauty to 
the bubbler. The valve has an all-brass 
body with a roller-bearing operating 
mechanism and special alloy bass forgings. 
It is readily accessible for regulating the 
bubbler stream to any desired height. The 
valve has no screen, and is non-clogging. 


THE NEW BALL PEN shown here is the Blythe 
Rol-Rite, distributed by the Blythe Sales Corp., 230 
East Ohio St., Chicago. The pen retails at $2.93, 
fair traded. It features push-button control. 
pressing down on the control in the end of the 
barrel, the ball point drops into position for writing. 
A slight push on the control retracts the point. 
new pen is available in a variety of color combina- 
tions. The cartridge combines a long-lasting ink 
The unit retails for 
50 cents. Also available is a smaller pen for ladies. 


ABOVE: 


IT'S FABRICATED OF FLAT STEEL BAR, unlike most steel 
stools which are of the tubular type. The designers of the 
Aristocrat stool shown claim this type of construction not 
only achieves a streamlined gracefulness but also provides 
extreme strength and longevity. The stool also features a 
reversible foot rest ring. Easily assembled or dismantled 
with ordinary tools. The upholstered swivel seat is made of 
heavily padded cotton felt, burlapped sisal, No-Sag springs, 
and heavy Spanish grain leatherette. All metal parts are 
triple plated to a high mirror-finish. The Aristocrat is 30 
inches high. Packed one to a carton. Immediate delivery. 


ae 


LEFT: 

A HANDSCME TYPEWRITER TABLE from the King Krome line 
of metal furniture made by Ellsworth Industries, Inc., 231 West 
Wisconsin Ave., Milwaukee, Wis. Has % inch O.D. tubular all 
welded frame; and '/2 inch grain printed plywood top. With both 
8%, inch leaves extended, it is 35!/2 by 14!/2 inches wide. Complete 
ia with casters, it is 27 inches high. Shipped assembled in cartons. 
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BELOW: 


EFFICIENT FIRE FIGHTER. This underwriter-approved, stored- 
pressure hand extinguisher, manufactured by the Union Stop-Fire 
Corp., 30 4th Ave., Brooklyn, New York, can be used like a garden 
hose. The tank is suspended on a sling over the shoulder. All the 
user does is point the flexible hose at the fire and give the valve a 
quick flick with the fingers to release a stream of fluid. Stop- 
Fire uses carbon dioxide combined with carbon tetrachloride as its 
fire-fighting agent. This chemical is converted instantaneously into 
a heavy, fire-smothering gas, which will extinguish even fires caused 
by oil, ether, gasoline, and electricity, according to the company. 


ee 
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H. Kenneth Marks, partner, J. K. Lasser & Co., national 
president, Systems & Procedures Association. 


* A NATIONAL organization for the advance- 
ment of systems and procedures work is now 
funetioning—the new Systems and Procedures 
Association, announced their aim which is to 
provide a means of study and dissemination of 
knowledge relative to systems and procedures, 
including research, discussion and publication. 

Philadelphia has had for about two years an 
association devoted to systems and procedures 
and New York has had one for about a year. It 
was these two groups. which took the initial step 
in the formation of a national association. Other 
chapters have been developed or interest has been 
indicated in Detroit, Cincinnati, Pittsburgh, Buf- 
falo, Chicago, Kansas City, Boston, Albany, Wil- 
mington, Washington, D. C., St. Louis, and Roch- 
ester. ‘ 

Officers of the new national association are 
managing director, Joseph S. Covell, Joseph S. Co- 
vell and Associates, 180 S. Eleventh St., Phila- 
delphia; president, H. Kenneth Marks, J. K. Las- 
ser & Co., 1440 Broadway, New York; first vice- 
president, William N. Ritchie, Lloyd Associated, 
Inc., Lewis Tower Bldg., 15th and Locust Sts., 
Philadelphia; second vice-president, Frank Hoff- 
man, Standard Oil Co. (New Jersey), 30 Rocke- 
feller Plaza, New York; treasurer, V. S. Shira, 
SKF Industries, Inc., Front St. and Erie Ave., 
Philadelphia; secretary, H. John Ross, Contin- 
ental Can Co., 100 E. 42 St., New York; other 
directors, Richard B. Crean, Baldwin Locomotive 


ST ie a. eam Las a i 
ec eee ae 


Systems and 
Procedures 
Association 
Organized 
Nationally 


Works, Chester Pike and Simpson St., Chester, 
Pa. and Everett J. Livesey, Dime Savings Bank 
of Brooklyn, 9 DeKalb Ave., Brooklyn, New York. 

Membership in each local chapter is based on 
an individual rather than a company membership 
basis and is to be limited to sixty in any one chap- 
ter. It is also provided that each chapter shall 
not have more than three individuals of any one 
company at any one location and that no employee 


Joseph S. Covell, Joseph S. Covell Associates; 
managing director, Systems & Procedures 
Association. 
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equipment or supplies shall be eligible for mem- 
bership. 

The association, which has already received 
many inquiries from interested individuals and 
companies in various sections of the country, is 
now in a position to organize chapters in other 
cities, according to Joseph S. Covell, managing 
director, who pointed out that a committee is at 
work preparing standard material for distribu- 
tion to those interested in the formation of chap- 
ters in their respective areas. Included with this 
material will be by-laws and operating procedures 
so that the organization work may go forward 
promptly in all parts of the country. 


Program 


tivities as case studies of specific problems in 
business systems; research in the basic tools of 
systems analysis, including procedure manuals 
and flow charts; standards of office mechanics, 
such as filing systems, hand-clerical operations, 
etc., and preparation of a bibliography of sys- 
tems data. 
Expects to fill vital need 


“Because business moves on systems,” says 
Mr. Marks, president of the new organization, 
“we expect to fill a vital need, especially today 


changing circumstances and needs. During the 
war, many business systems were revised to meet 


ak ee 


pas ei 


or executive of a firm engaged in selling office. 


The association’s program includes such ac- - 


when management must revise systems to meet. 


Government requirements. Now, they have tp 
be changed to meet the demands of peacetime 
While much progress has been made in individual 
instances, no classified body of basic principles op 
systems and procedures is available at the present 
time. Likewise, no comprehensive bibliography 
on systems and procedures is available. We, 
therefore, believe that our group will render a 
real service to business and to the community 
at large.” 
New York chapter officers 


Officers of the New York chapter of the Sys. 
tems and Procedures Association are president, 
H. John Ross, Continental Can Co.; vice-presi- 
dent, H. Kenneth Marks, J. K. Lasser & Co.; see. 
retary, Everett J. Livesey, Dime Savings Bank 
of Brooklyn; treasurer, Frank Hoffman, Standard 
Oil Co. (New Jersey). 


Philadelphia chapter 


Officers of the Philadelphia chapter are presi- 
dent, R, B. Crean, Baldwin Locomotive Works; 


vice-president, A. V. Stubenrauch; treasurer, 


A. L. Mettler, Electric Storage Battery Co.; sec 
retary, S. T. Henshall, Sharp & Dohme, Inc; 
director-at-large, E. Walters, Radio Corp. of 
America, RCA Victor Division. 

Officers of the St. Louis chapter are president, 
Sherron W. Johnson, Southwestern Bell Tele. 
phone Co.; vice-president, George Massengale, 
Union Electric Co.; treasurer, F. M. Stemmler; 
secretary, Mary Ruth Ballweg. 


Pleasing to.the visitor—a reception room at Chicago office of Booz, Allen & Hamilton in the Field Building 
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A. Devaney, Inc., N. Y. 


Boss, Let Your Men Go Home! 


By Carl Winfred Snyder 


of D. D. McMahon, Community Relations Specialists, Dixon and Chicago, Ill. 


* “AND what about this business of working 
overtime in offices two, three, and four nights for 
weeks on end? Or filling a lot of extra curricular 
engagements at the boss’s request?” I asked an 
executive friend of mine. 

“Don’t you think it’s something that office of- 
ficials should eliminate? Don’t you think that it’s 
a fallacy for them to feel—and many do, to be 
sure—that a man has to stick twelve hours a day 
to the job in order to succeed? What about the 
wife and kids at home—waiting? Is it fair to 
them? Is the executive who says to an employee, 
in an invitation that is really a command, ‘Forget 
the family for a while, let’s get the fellows in the 
Office together for a game of poker, or let’s go 
bowling, or you’d better stick around tonight for 
a while’— is he allowing his employees to make 
& success of their home life? And if a man isn’t 
happy at home, how can he be happy at his 
work?” 

“It’s undoubtedly true,” he replied, “that a good 
number of marriages have been split up and many 
homes shattered because in so many offices men 
are literally chained to their jobs. Overtime ac- 
tivity has caused scenes like this in more than one 


denvery, 1947 


home—you know, wife meets husband at front 
door with these words: 

“*Where’ve you been? Dinner’s cold. The po- 
tatoes are soggy and the salad’s wilted to almost 
nothing. I thought we were going out tonight. 
Why didn’t you come home. .. .?” 

“And the answer usually runs this way: 

“I’m sorry, but you know how it is. I had to 
stick around; the boss asked me to. No, I wasn’t 
busy, but he wanted a few of the fellows to stay 
and talk over a few things—policies and proce- 
dures. Of course I didn’t want to stay, but I 
couldn’t just walk out, could 1? You know how 
that would have looked... .’ 

“This sort of scrapping may bring a smile to 
some lips, and a portrait of a nagging wife, but 
not to the many men who really want to go home 
to their wives and kids and can’t because of bosses 
who say, ‘There’s a little sitting around to do to- 
night, fellows,’ whether there is anything to do or 
not. How hard it is to say no to such requests! 

“Tt -is, nevertheless, a hypocritical and out- 
moded custom for executives to believe that men 
who clutter up offices after hours are the ones who 
should be looked upon with a favorable eyes. It’s 
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time that the modern, fair, clear-thinking execu- . 


tive realized that a man shouldn’t have to put in 
overtime hours in order to succeed. It isn’t the 
hours a man puts into his work, but the work he 
puts into the hours that should really count. Too 
many executives forget that truth. 

“As for employees wanting to go home right 
after work, there is certainly nothing wrong with 
that. After all, most kids go to bed early and if 
a father doesn’t spend the early evening hours 
with them and an hour or so in the morning, when 
is he going to see them? 

“You know, the real trouble is this: Many of- 
fice executives, departmental managers, or other 
office supervisors are along in years. Their chil- 
dren, if they have any, are grown up—away at 
college, or married. Their wives are usually all 
wrapped up in women’s clubs or various social ac- 
tivities. So, with nothing special to go home to 
directly after the close of business, the executive 
will stay at the office, prop his feet up on his desk 
and read, or work alone, or surround himself with 
any number of his subordinates to rehash the 
day’s activities, discuss his golf scores, bowling, 
or pet sport. This type of executive forgets that 
the men under him twenty-five to forty years of 
age want to go home to their families. 


For avocations 


“Also, older executives often forget that most 
younger men have hobbies, enjoy puttering 
around in their basements, fixing their kids’ toys, 
or devoting their evening hours to numerous 
- other avocations which they pursue for pleasure 
or improvement. 

“These modes of self-expression release the 
tension employees are under during the work day 
and refreshes them so that they can tackle their 
daily pursuits with renewed vigor and greater 
enthusiasm. 

“An over-tired employee is not an efficient em- 
ployee. When a man burdens himself or is encum- 
bered with work, after putting in a good solid 
day, his efficiency ebbs considerably. 

“A man should of course work until his daily 
job is done, even if it takes extra hours to do so, 
but the extra hours should not be a steady prac- 
tice, as it is in many business offices. An executive 
should not pile work on his employees in such 
volume that they have to work extra time con- 
tinuously to keep pace, and at the sacrifice of a 
normal, healthy home life. 

“How ridiculous it is, and what a futile waste 
of time for a department head to find some 
excuse to keep employees at their desks after 
hours for the sole and selfish purpose of trying 
to create an impression on someone higher up by 


artificial busy-ness, and yet one often hears em. 


_ployees grumbling that this is the situation. 


“When any family man’s job begins to eat 
deeply into his leisure hours, he is failing miser. 
ably in his responsibilities as a husband and a 
parent. 

“The boss who sees to it that jobs are done in 
regular working hours and that his men’s leisure 
is guarded, is helping to make better employees, 
better husbands, and better citizens.” 


NOMA Conference 


(From page 52) 

“The application of engineering principles to 
management in the office is becoming more and 
more prevalent in large organizations,” Mr, 
Stapleton said. 

In tracing the steps of a company’s move to 
ward standardization, he said: 

“Once the necessity for each unit of work is 
established, the next step in applying standards 
is to find the simplest way of producing the work 
in the shortest time, with the least expensive tools 
and supplies, and to reduce the operation to a 
written standard.” 

Mr. Stapleton described the evils attendant on 
a lack of standardization in the office and de 
scribed how important it has become to the rail 
roads. Hailing the zeal with which NOMA is 
approaching standardization, Mr. Stapleton sin- 
gled out E. H. Conarroe, Metropolitan Life Insur- 
ance Co., for special praise for his efforts in behalf 
of this study. 

In an address entitled “Re-Define, Re-Evaluate, 
Re-Build,” S. H. Burk, the Atlantic Refining Co., 
Philadelphia, expressed the feeling that an over- 
all definition of a company’s objectives should be 
the first step in the formulation of their future 
plans. 

Quoting a “Management Credo” which he at 
tributed to outstanding authorities in the business 
field, which laid down the aims of any solid busi- 
ness enterprise, Mr. Burk went on to say, “Sines 
all of the functions necessary, to achieve the 
objectives of the enterprise are carried out by 
people, it is necessary to obtain capable a 
for the job, utilize their efforts effectively, and 
maintain their willingness to work in the best 
interests of the organization.” 

S. R. Leach, York Corp., York, Pa., and J. § 
Wall, Gem Dandy, Inc., Greenville, N. C., wert 
chairmen for the two Saturday morning sessions, 
and O. W. McKenrick, Abbott’s Dairies, Phila- 
delphia, was chairman for the luncheon. 

E. H. Conarroe, at lunch-time, told the conver 
tion how NOMA plans for the coming year cor 
tribute to a program of reducing costs and it 
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a SPATTER PROOF 
SKRIP'S exclusive, Flow-Control Pour Out elimi- 

k is nates spatter, gurgle and splash. Flow of SKRIP 

jards is under complete control from time quart-size 

work bottle is tipped. Top-Well feature of desk size 

tools bottle allows simple refilling, keeps fingers and 

to a desks clean. Only SKRIP offers this dual com- 
bination for office efficiency. 

it on 

[dep 

= 2 WATER PROOF 


Sediment-free SKRIP is truly permanent, — 
eternally resistant to water. Permanent 
SKRIP will not wash away, even when in 


\ ‘ie 
Dver- ‘ a : » . contact with scalding water. . 
d be ee 

4 See WEATHER PROOF 
ness ateens ile at SKRIP lasts as long as the paper on which it is 

busi- —— —| used. Neither excessive heat, or the wilting rays 

Sines SOo 52 al of a summer sun can destroy the positive 

‘a - = legibility of permanent SKRIP. 

2ople ’ 

and 8 

“| Couclusive PROOF 


- «+ will be yours after you've used permanent SKRIP 


J. 8 for office records that must be preserved. SKRIP is 
were economical, too... easy on pens. The advantages 
ions, of SKRIP will prove themselves =, when you 

hila- switch to this business writing 0 wheelie 


rence. Available in 4 True-Tone rmanent 
colors. W. A. SHEAFFER PEN CO., FORT MADISON, 


4 SHEAFFERS 
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THE HOME OF QUALITY PARK ENVELOPES 
* 


FACTS avo FANCIES 


By McGillicudy 


Well, here we are folks— it’s 1947 — our 
second New Year since the end of the war — 
and we hope it will be a good year for you. 
This is the time of year to look in the crystal 
ball and try to peek behind the “iron curtain” 
of the New Year. : 


My crystal ball is pretty well worn (hard to 
get a new model yet) but it still produced 
recognizable, though slightly blurred, 
visions. It revealed no big surplus of paper 
stocks in the next few months — so | figure 
we'll be going along pretty much as we 
have been — doing our best to produce all 
the envelopes we can with what we have 
to work with, and seeing that our dealers 
get a fair share of our production. 


The ball flashed out some interesting figures 
about one industry... . radio. Before the war 
there were 49 radio manufacturers. At the 
beginning of 1946 there were 211. Many of 
these new. ones are already passing out of the 
picture. The point is— materials which were 
not too plentiful had to be spread pretty thin. 
This is probably true in other industries, too. 


The crystal: would flash out in colors every 
few minutes the words . . . “For Quality 
Envelopes buy Quality Park.” Of course, it 
doesn’t take a crystal ball to tell you that 
we really appreciate your business; that 
we are grateful for your understanding 
when we couldn‘t quite deliver all you 
ordered; and that we pledge ourselves to 
do our best in the year ahead. There may 
be shortages of raw materials — but there 
will NEVER be a shortage of quality at 
Quality Park. 


Best wishes for happiness, prosperity 
and good health for 1947! 


Qyelity Pa 
i Pooducte, 


creasing production. The great need for facts 
applies to office management as well as any other 
phase of activity, he said, and ruled out the play. 
ing of hunches as a practical approach to good 


business management. 


Mr. Conarroe went on to credit the efforts of 
the individual company in research activities, 
but emphasized that in a cooperative approach 
to the question, the membership of NOMA offered 
a reservoir of information that is almost limitless, 

“We have a cross-section of business and office 
management that isn’t to be found anywhere 
else,” he said, refuting the opinion that the multi- 
plicity of types of businesses represented in 
NOMA’s membership discouraged cooperative 
research effort. 

O. J. McMunn was given credit by Mr. Con- 
narroe for bringing management research to the 
fore, and after sketching the association’s re 
search plans for the future said, “The individual 
members are the only limiting factor in the suc 
cessful development of office management re 
search.” 

W. H. Evans, secretary-treasurer of NOMA, 
praised the association as a “post-graduate educa- 
tional course,” and said that it was doing a swell 
job. He praised highly the work of Hugh Warner, 
A. L. Spangler, and Vaughn Fry, of the national 
office. 


Responsibilities of the Small Office 


In the afternoon, Charles Butler, Norton Co., 
Worcester, Mass.; introduced Mrs. Vera Green, 
Botwinik Bros. of Worcester, Mass. Mrs. Green, 
who is secretary and a director of this small 
machine-tool company, had as her subject, “The 
Small Office Takes—and Gives,” and ably pre- 
sented for the consideration of her audience the 
responsibilities of the small office in the manage 
ment picture. Included in Mrs. Green’s talk were 
the points that the small office, because of lower 
overhead and fewer employees, can be an excel- 
lent testing ground for new ideas. Such ex- 
periments in methods and procedures can be 
conducted without disrupting routines of a com- 
plicated nature. 

Mrs. Green said that office managers should net 
let well-enough alone, and urged management 
generally not to be too quick to look to new sys- 
tems, but instead examine old ones. 

Business offices have become a great deal more 
complex than they should be and in some cases 
have reached a point where they are an end in 
themselves rather than service organizations, 
Mr. Robins, of Roberk Co., told the conference. 

Mr. Robins urged the assembled office execu- 
tives to “arm themselves with common sense, & 
concept of the office as a service center, and & 


: 
ee 
a 06 
4 eo 
La i ae aot, Pie —— ‘e oer. x 
Be 2 8 =p i a eye 3 
a Sait Sake ey : ; — ‘ 
. is a> - = 2 c ; i 
a Dy acietyY PARK EMS 2 ee ee 
J) ae 4 “ol eS ae et ae Se es oe 6 
a . Pie. ee ee ee mA ae Se 2 
a ie Paige pew, : ae aed a) ps aa Et ae eM zoe at 
= al’ 7a Bir. _ 4 /.— > ee a ee . 
; oe a eS So gig PD ale cna eee ms ; 
He. . Mat 2s i SRE - eeaeaina ; te: 2 
an i ce. «reer ae area iat ihe ie "pst 
ae i Oe — ne Volek Sas iba 4 e 
5, | » - —: —- 
. a 
2 1 
= | 3 
¢ 
- # | 
ee 
ore 
ae . 
“A { 
.: ; 
‘i 
pe - 
« 
: 4 ° . 
ff ee 
ff 
, 
_ 
aa " 
; | 
“gaa 
esd 
a 
mn 4 
e ~e 
ay 
a 
r - } 
a or t . 
vs = 
- = i ° 
q ‘J Ht 
7 a = oS 
2 a a ; : ~ 7 
; = i: : ' 
5 : 1 a 7 F . —— a 
ae a : -? ‘ : i . 4 F 
- * 
a a , i ti: ‘ ‘ 
: 4 rr) OFFICE MANAGEMENT AND EQUIPMENT January; 1947 
a ae 
a 5 
“ ae i: 
7 ae 
ce oe pe: 2. ae ca eee s re ee ott 
peer i ae ee Cl — i ee ace 


FECTS SPSPEES EDS 


aS 


SBeeF PF2EBS 


"FUN O-0-7¢/s*”’can happen 
even In — office! 


The permanent preventive and cure is the 
G/W “SAFEGUARD’” FILING SYSTEM 


Today in thousands of offices, frenzied filing 
is a thing of the past. The “SAFEGUARD” 
System is the answer. Easy to install, easy to 
‘ operate—it requires no special training; any- 
body can file and find accurately with less than 
five minutes explanation. Never again need 
you suffer the expense, embarrassment or just 
plain irritation of mistakes in filing, delays in 
finding important papers. 
For 1-, 2-,3-, and 4-drawer letter 
size files SAFEGUARD Outfits 


Vice 


FIND-I-TIS* 
BOOK 
Find-i-tis, the 
amusing booklet on 

cked with facts 
or easier filing. 
Send coupon. 


come ready-packaged, complete with directions 
for installation and use. If you need a larger 
installation, or have special problems, your. 
Globe-Wernicke dealer will gladly give you con- 
sultation service without charge or obligation. 


And to get complete satisfaction from your. 
filing system, be sure to see the famous Globe 
Art Steel Filing Cabinets. They’re precision-. 
built for feather-touch operation even when 
filled to capacity. These cabinets are increas-. 
ingly available. Place your order now. 


Pee See eee eS ae 


The Globe-Wernicke Co. 
“Headquarters for Modern Office Engineering” 
Dept. GT-17, Norwood, Cincinnati 12, Ohio 


to accurate filing. 


Name 


Please send the famous Find-i-tis book showing the easy way. ' 


Addrees 


-“Wernicke 
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. a WASTE ae ta TEs 
SELL FIBRCAN 


HE BASKET KNOWN TO A CONTINEN an | 
DISTRIBUTED BY 


BAINBRIDGE * KIMPTON & HAUPT, In 


218 GREENWICH ST. W YORK 


cynical attitude toward sacred cows” in office 
administration. 

Even though poking fun at army red tape is 
popular, Mr. Robins said, the army has prepared 
booklets on office routine and control, one of which 
gives a complete treatise on correspondence in less 
than 100 words. 

Mr. Robins cited cases of companies that have 
eliminated customer statements of accounts as 
unnecessary except. accounts of delinquence, of 
routing carbons of memoranda and correspond- 
ence from department to department rather than 
preparing one for each “only to find that they are 
all withering in the files within twenty-four 
hours,” and statistical reports still being pre- 
pared although their reasons for existence had 
long since vanished. 

Throughout the conference, a graphic exhibit 
of office short-cuts was available in the two meet- 
ing rooms for the examination of the members, 
which created a great deal of interest. 

Mr. Evans and his staff received much credit 
for the success of this regional conference, not 
only for its organization, but also for the topics 
covered. 

The regional conference general planning com- 
mittee was made up of C. E. Butler, Worcester, 
Mass.; D. H. Griesemer, New York; William D. 
Hall, Philadelphia; Fred C. Hart, Stamford, 
Conn.; Roy Hess and Warren Heyberger, Lancas- 
ter, Pa.; S. R. Leach, York, Pa.; A. J. McCrickard 
and H. P. Riley, New York; H. F. Rollman, Phila- 
delphia; S. Gordon Rudy and Edwin L. Spangler, 
York, Pa.; J. R. Stott, Philadelphia; J. Siewers 
Wall, Madison, N.C. 

The registration committee: Glenn Kidd, Ford 
Robinson, Craig Turner, Frank Fisher. Hospital- 
ity committee: John R. Jones, Sylvanus Charles, 
William J. Falk, Myrtle B. Hyberg, Viola Keast, 
Elizabeth Okey, A. G. Roth, J. C. A. Sanders, E. 
Charles Smith, W. C. Wisham, O. C. Yeager, 
Elizabeth Zaiser. Auditing committee: G. H. 
Long, Jr., G. E. McCarthy. Publicity committee: 
Robert W. Brown, C. Roy Johnson. 


Filing Association on Microfilm 

At the December meeting of the Filing Association of 
New York, a member of the National Microfilm Association 
addressed the meeting. 

The Microfilm organization studies microfilming methods 
and applications and acts as an information center for the 
general and industrial public on matters relating to micro- 
film. ; 


he 


NYU on Systems 
New York University has announced a course it 

Simplification of Office Systems and Procedures to be given 
by H. John Ross, head of the Systems and Procedures de- 
partment, of the Continental Can Co., New York. 

The course which will start on February 3, is part of the 
program for training in personnel management in the Di- 
vision of General Education. 
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in our popular-price line of 


GOLD MEDAL 
CHALK CRAYON 
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Sure to be a big 
seller. 


NMOAYV AID MIVEHID GAIMMOTOD ji 


WHITE CHALK 
CRAYON No. 320 


Contains 20 sticks of 
smooth, bright-white 
chalk. Sure to be a 
best-seller. 


OTHER GOLD MEDAL LEADERS in the popular price line include 
CRAYOLA Wax Crayons in various size boxes, CLAYOLA 
Modeling Clay, SHAW Finger-Paint, STAONAL Marking 
and Checking Crayons, ARTISTA Water Coltrs and 
Tempera, FIRMA-GRIP Paste, and a full list of chalks. 


4] East 42nd St., New York 17, N.Y. “S= 
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RECORD KEEPING 
BINDERS and FORMS 


WE CAN NOW MAKE 
IMMEDIATE DELIVERY 
OF 


Post Binders 
Visible Binders 
Transfer Binders 

Ring Books 

Prong Binders 
Catalog Covers 


Pay Roll Records 
Accounting Forms 


For the first time since the War we have 
succeeded in building up a sizable inven- 
tory. The Cesco line includes'a compre* 
hensive range—Forms and Binders for 


most eve urpose. Special Ruling and 
Printing ‘Orders executed promptly. 


Send for Catalog today. 


THE C. E. SHEPPARD CO. 


4409 Twenty-First St., Long Island City 1, N 
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ALL THREE MACHINES 
ARE TYPING PERSONAL LETTERS 


faster than human fingers can fly! 


AUTO-TYPIST is one of the most amazing 
business machines ever built. Any typewriter 
can be mounted on the mechanism. Then it will. 
type letters—automatically—from two to three 
times faster than human typists can work. Your 
typist can operate three or four AUTO-TYP- 
ISTS. She can turn out from 300 to 500 letters 
a day—each letter completely and individually 
typed with a provision for manual interpola- 
tion of names, amounts, dates, or any other 
“personalizing” references. 


r——RUSH COUPON FOR DESCRIPTION OF 


THESE AMAZING MACHINES 


Office managers’ mouths drop open in amazement. Typ- 
iets hanes Gian die a0 std tine ag ono puteaktd 

paper record rolls flashing out the tedious repetitive typ- 
ing in one-third the time. 


Sales Managers boost responses to their mailings many 
times by sending individually typed letters to their pros- 
pects. Rush the coupon or a request on your letterhead 
for complete description of the business machine that is 
increasing sales and collections, and speeding oy om for 
America’s: biggest companies. Send today for the facts. 
They are free. . 
AUTO-TYPIST, 610 N. Carpenter Street, 
' ’ Dept. 151, Chicago 22, Ill. 


AMERIOAN AUTOMATIO TYPEWRITER CO 77 
Dept. 161, 610 N. Carpenter St., Chicago 22, Dil. I 


Tell me how one ordinary typist can turn out = 
to 500 individually typewritten letters a da 
AUTO-TYPISTS. All information is free and = am 
under no obligation. 
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Office Discipline 


(From page 38) 


Other companies have taken a positive stanj 
that the practice of going out for coffee will no 
be condoned. In several large companies when 
the coffee drinking habit was particularly bai, 
direct action to stamp out the practice was origi. 
nated by the top management. The routine fo. 
lowed was quite simple. Every department heaj 
was instructed to talk directly to each and every 
one of his people and to tell them that the practig 
of going out for coffee was to be discontinued com. 
pletely and permanently. It was pointed out t 
employees that the extra cup of coffee was just, 
habit and that the cost to the company in time lg 
was considerable. Employees were asked to com. 
ply fully with the company’s request. A checky 
after several weeks of companies that took thiy 
direct approach has indicated that compliance ha 
been practically 100 per cent. True, now and the 
someone does go out for coffee, but in such casey 
the department head talks to the offender and th 
offense is not repeated. 


Personal Telephone Calls _ 


Many companies have long permitted employe 
to receive or make personal telephone calls during 
business hours. Naturally, such privileges shoul 
be limited to emergency calls, otherwise carrying 
on of company business may be affected. In larg 
organizations, switchboards are extremely buy 
and not only are company facilities but telephom 
exchanges overtaxed. It is common knowledge 
that the telephone companies are far behind in 
the manufacture and installation of -telephom 
equipment and the volume of calls is greater tha 
ever before. Many companies have found that 
to twenty per cent of the load on their telephom 
facilities is due to personal calls by employes 
This naturally places an undue load on operaton 
and equipment and frequently interferes wil 
calls necessary for the conduct of compalj 
business. 


In one large company, the abuse of the personal 
telephone call privilege had reached such a poitt 
that it was seriously interfering with the carryilg 
on of company business. Girls would call mothes 
at home to chat and keep them from being lom 
some. Friday afternoon employees interestedi 
forecasts of week-end weather would call i 
weather bureau and in some cases the call woul 
be transferred to several different employees. 

This large company took the direct approad 
course of action. A letter was prepared ands 
copy placed on every employee’s desk.‘ This @ 
plained the circumstances leading to eliminati® 
of the personal call privilege. It was pointed @ 
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The "CROWN" line of 
daters and numberers 
have earned 

the reputation as the 
best. Constructed 
nickel plated steel 
a. 1 * rolls 


: Vational 
the iZ . 
“| MARKING DEVICES encils 

for WE GIVE YOU 
DOMESTIC & EXPORT SERVICE 
| Trade Plus 
soul WE PRIDE OURSELVES ON MAINTAINING 
-ying THE REPUTATION OF HAVING THE MOST Quality 
are} “COMPLETE LINE" OF MERCHANDISE AT 3 ) 
ps ALL TIMES. | A Complete Line Is Available 

h 
. cin WRITE FOR NEW CATALOG TODAY. 4 COLORED PENCILS 


*& THICK LEAD 


% THIN LEAD CRAYON 
AND INDELIBLE 


% COPYING AND 
MANY OTHER TYPES 


7 Try them at our expense. 
Send your name and ad- 
dress for FREE sample.. 


| RASTCWART NATIONAL PENCIL COMPANY 


a. & COMPANY, Inc. ks 220 FIFTH AVENUE « NEW YORK, Nv. Y. 


80 DUANE'ST. NEW YORK /7,N.Y. : SHELBYVILLE » TENN. 
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that a shortage of facilities existed and that oper- 
ators worked all day long under pressure with no 
slack period to relieve the strain. Employees were 
requested to discontinue making personal calls 
themselves and to notify friends and relatives not 
to make calls to them during business hours. ‘The 
results have been very satisfactory. The load on 
the telephone board has been reduced about 
twenty per cent and service has improved. Now, 
if it is suspected that a request for an outside wire 
is for personal reasons, the operator asks, “Is this 
a personal call?” In most cases, if it is a personal 
call, the caller hangs up. 

Last but not least, office discipline can be main- 
tained by the imposition of self-discipline on the 
part of management, including all supervisors. 
They should set the example for others in comply- 
ing with rules for conduct in the office. If super- 
visors of all grades are punctual, rarely absent, 
stay at their desks and generally deport them- 
selves properly, they cannot help but set a good 
example for people under their responsibility, and 
others will conduct themselves similarly, for peo- 
ple are naturally imitative. On the other hand, 
if a supervisor strolls into the office ten or fifteen 
minutes past starting time, others will do the 
same thing and so on down the line. 

Today business is faced with many problems of 
reconversion, but those of morale and discipline 


should not be overlooked. During the war it was 
impractical to bear down on eareless habits 

in many instances business unwillingly 
obliged to.condone practices of which it did 
approve. But now it is an opportune time tf 
check up on office practices and conduct. It ig 
suggested that management survey the state of 
morale and discipline and that a program be de 
veloped on the basis of present day conditions to 
build high morale and good discipline in the office, 


Myopia in Filing 
- (From page 46) 

Filing records of value in poor equipment or in 
firetrap premises is a common symptom. Courting 
disaster is common—too common—among com- 
panies of today’s supposedly advanced times, yet 
security of dormant records is rarely given more 
than a passing thought. 

Another symptom of shortsightedness is the co- 
mingling of records of ‘differing retention—>par-. 
ticularly the mixture of permanent and non-per- 
manent documents—within the same file. 

The insurance department of a large company 
maintained a file of claims against the concern, 
releases, and other papers on matters involving 
personal damages. As was quite correct, the re- 
tention for such material was selected to be seven 


When you sit in a Sturgis Executive Posture 
Chair the curve of your back naturally 
settles into a correct comfortable position 
that gives full relaxation. Relaxed sitting 
posture reduces office fatigue. 


Here’s how it’s done! 


The contour and position of the chair back, 
and shape of the seat cushion are scienti- 
fically designed to give proper distribution 
of weight for most relaxed sitting comfort. 
Try it yourself. 


Sturgis Chairs cre sold only through 
authorized office equipment dealers. 


*Sturgis Executive Posture . 
Swivel Arm Chair No. 1200 
Illustrated 


for jaduber comfort! 
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' KOL BRINGS YOUR FIRST AIR- 
AGE OFFICE MACHINE STAND 


Streamlined and modern the new KOL Office Machine Stand 
is the first to bring the functionalism and clean design of avia- 
tion engineering to your office . .. and look at these ex- 
elusive features! No Bolts! No Braces! Heavy gauge steel top! 
1000 pound capacity! Two-inch, ball-bearing swivel casters! Ship- 
ped Assembled, four stands to a carton in the smallest size, two 


fo a carton in the other models! Rust-proofed baked enamel 


SALES DIVISION 
220 SOUTH 107 STREET 
MINNEAPOLIS 2-AT.2728 


BUY the NEW 


ft h ft 


WON'T BREAK LEADS 
SS 


ELASTICHUCK 


FAVORITE OF: 
architects 
engineers 
draftsmen 
artists 


ting unnecessary 
lead-breakage and slippage! 


An indexed tip identifies the 
lead in the pencil. 

Single-end Elastichuck 
Pencils sell for $1.25; Double- 
end, $1.75. They are being ad- 
vertised nationally to drafts- 
men, architects, engineers, 
artists, students and others. 
Elastichuck Pencils are avail- 
able for immediate delivery. 


Manufactured by Winslow 
Product Engineering Corp., 5721 
Avalon Bivd., Los Angeles 11, 
Calif. Write for catalog or con- 
tact your nearest distributor: 


ELASTICHUCK DISTRIBUTORS: 

EUGENE DIETZGEN CO., Chicago, New York, Son Francisco, New 
Orleans, Pittsburgh, Milwaukee,Los Angeles, Philadelphia, Washington 
THE FREDERICK POST CO., Los Angeles 

DIETERICH-POST CO., Los Angeles, Son Francisco 

THE A. LIETZ CO., Los Angeles, San Francisco 

SALT LAKE CITY BLUEPRINT & SUPPLY CO., Soll Lake City 
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...if file clerks - 
“Were Clocked” 


They’d all vote 
FINDIT FILING SYSTEM 


-FASTER “FILING AND FINDING" 
means ond D i2mtie “ct cut ae 
“ While filing is never sub- 
‘jected to actual “stop watch 
| timing,” the filing depart- 
_ ment receives many rush 
requests. “When the top 
executive 
patiently for correspondence, 
the filing clerk must produce 
fast. Minutes then really 
count—and that’s when the 
filing clerk thanks her lucky 
stars for “FINDIT FILING 
SYSTEM.” The right filing 
< equipment makes the job 
= . smoother and easier .. . it 
_ speeds up Filing and Finding. 


is waiting im- 


FILE FOLDERS 


/ VERTICAL 
a FILE GUIDES 


_ Established 1921 


(1. BARKLEY & COL 


- Manufacturers of Filing Supplies 
1214-1222 W. Van Buren St. Chicago 7, 
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years after settlement of the claims. However, 
when it was pointed out that claims made by) 


‘minors could be reopened at any time in the future) 


in view of the status of minors’ releases, it wag) 
discovered that minors’ claims had been filed a 
the same files as adults’. Separation would have) 
been impossible, while destruction according to 
schedule would leave the firm open to litigation’ 
which it could not refute. 

It would have been far simpler to have main- 
tained a permanent file, and cross-reference could” 
easily have been inserted in other files to indicate 
where such records could be found. ; 

Sales summaries filed along with sales material 
of temporary value, records on capitalized assets’ 
acquisition or sale filed together with records on 
the purchase or sale of other items, are all exam- 
ples of short-range views cf filing, leading to in- 
evitable loss. ° 

Open access to files presents another symptom. 
Records inspected but not returned may never be 
missed during their period of hibernation in some- 
body’s desk—until the day comes when these miss- 
ing papers are needed in court or are required for 
analysis to determine future policy or methods 
to be used by the company. 


The End Products of Myopia 


Records not found in archives files when needed 
are the end products of myopia in filing and bear 
a cost too high for the largest concern. The dam- 
age wrought by prematurely destroyed records 
could easily undermine the strongest, richest com- 
pany in the land. 

What difficulties would arise from the loss of 
the accounts receivable! Collection from cus- 
tomers would be hit-or-miss, with bad feelings all 
around. Without a doubt, the vanishing of evi- 
dence that bills have been paid would result in 
multiple payments of many of them. A concern 
will lean heavily upon labor and machine efficien- 
cies which are recorded on paper, in order accu- 
rately to appraise its plant’s ability to meet pro- 
duction quotas, and the loss of such records would 
immeasurably upset costs calculations. 

Over-retention, or the holding of papers beyond 
their periods of value, is likewise costly. A busi- 
ness document, computed to have a seven-year re- 
tention, remains at 100 percent value during the 
entire period it is to be held, then upon entering 
its eighth year drops immediately to zero. If 
over-retained, its worth will embark upon a yearly 
growing minus percentage—an annually increas- 
ing cost—representing the expense of the space 
it occupies and the labor spent in its maintenance. 

The cure of the disease is record control. An 
intelligent record retention procedure should be 
worked out for the papers of an individual con- 
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SAVE MONEY BY SAVING TIME— SAVE 
TIME BY ELIMINATING WASTE MOTION 


cet WATTS GOV'T APPROVED 


=2 


WITHHOLDING STATEMENTS 


FOR © 4. 2 


EASY TO USE SNAP-APART STYLE . 


With a Watts Snap-Apart Sis W-2 Form you save 20 
to 40°/, of your typists’ time. Eliminate the tedious, time- 
consuming task of collating 4 or more Forms with 3 or 
more carbons. Eliminate repetitious typing of the em- 
: name, address and S.S. number on each set of 
Use Watts Snap-Apart Style W-2 Withholding 
Statements which come already imprinted with employer's 
nome, address and S.S. number and are interleaved with 
carbons. Just one typing operation, then snap out all the 
carbon copies and you have: 2 copies for employee, | 
copy for Government, | copy for your files (and fifth copy 
is available for State & City returns if required). 
EXCLUSIVE WATTS FEATURES 
e Employee's two copies are held together by special stub 
¢ Important information and instructions are printed in red 
¢ Watts opaque specially designed window envelopes — 
marked "Strictly Confidential” and printed corner card 
ore also available at low cost 
1946 W-2's are still available for immediate delivery. 
NO INCREASE IN PRICES 


A FREE SAMPLE - eves 
SEND FOR YOURS | ieee gas aamsese 8 8 
TODAY! 800 sets 20.80 10000 sets @ 16.00 
Larger quentities — lower prices 


STATIONERS: WRITE TODAY FOR TRADE 
DISCOUNT, SAMPLES AND DIRECT-MAIL 
LITERATURE FOR CIRCULARIZING YOUR 
CUSTOMERS. 


ALFRED ALLEN 


ine 
ae WAT TS 
COMPANY, INC. 
__ 216-8 William Street, New York 7, N. Y. . 
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‘CARBON PAPERS | 
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TYPEWRI 


Take the WRITE Path 
for better looking letters 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That’s why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 


_ «++ WRITE for Typewriter Ribbons 


that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 
. . « better work. 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. 


Immediate Deliveries 
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Announcing the Eighth Annaal 


CHICAGO OFFICE EQUIPMENT 
<« DISPLAY > 


The Stevens Hotel Exhibition Hall 


February 3, 4, 5, 1947 


Held in Conjunction With the ANNUAL SEMINAR of 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO © NORTHWESTERN UNIVERSITY 


Office Stability 
Featuring: Service Functions 
‘ Salary Levels 


mx F°” Pace, write: T. J. Manzke, Office Management Association, 105 W. Madison Street, Chicago 
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It’s here! 


_ The RUBBER BAND the 
~; |. af trade has been waiting for. 


PENCER RUBBER PRODUCTS COMPANY 
Kebbee Bande 


MANCHESTER, CONN. 


R188R 
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Check Chart 


Features to Look for 
In Selecting Office 
Chairs of True Quality 


COMFORT— 
DON’T STOP with checking only the construction of a 
chair—look for and insist on SENG Chair Action Con- 
trol—for this feature alone means true posture comfort 
—instant response to every bodily movement and change 
of position. ‘ 

SAFETY— 

When the reclining angle of a chair is governed 
SENG Action Control, you are never in ion of de 
ping or over-balancing. 


APPEARANCE— 
Although the SENG Chair Action Control is incon- 
spicuous in itself, its compact design is wholly in har- 
mony with the smart styling of any modern chair. 


LONG, ECONOMICAL SERVICE— 


ge pe ey, Denese ar ninglhomngh 
chair is SENG Actio trolled—assuring years of 
trouble-free use. , 


You'll find SENG Chair Action Controls on the leading 
lines of quality office chairs. 


450 N. DAYTON STREET. 


HICAGO 22, ILLINOIS 
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Generals Carbo-Weld 
SEMI-HEX 


(5 Degrees) 
The quality pencil for 
efficient office work. 


Use the right pencil for the 
type of work to be done. 


KIMBERLY Drawing (22 degrees) 
for artists, architects, draftsmen, en- 
gineers and designers. 
KIMBERLY Colored Indelible 
(27 colors) for checking, drawing, 
painting, etc. 

SEMI-HEX Thin Colored (14 col- 
ors) for maps and blueprint work. 
KIMBERLY Duplicator pencil for 
hectograph work—medium and soft 
—also red, heliotrope, green, blue 
and yellow. 
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We h 
HARD TO FIND PLASTIC 
DRAWING ana RULING DEVICES 


ee 


quality drawing, ruling and 
computing devices. 


SEND FOR NEW CATALOG 


cern by a competent archivist. The adopted pro 
cedure should be adhered to not only in the ars 

chives, but all along the line from the time the 

papers are originally filed until they are eventually 

destroyed or, if to be held permanently, during 
permanent tenure. 

By eradicating myopia in filing and substituting 
the long-range view, the profit of experience can 
be exchanged for the loss of poor record manage- 
ment. Details of abandoned projects, results of 
sales promotional campaigns, suggestions from 
the public, and many other items of paper depict- 
ing efforts and activities which may be profitable 
if applied in the conditions surrounding present 
times, can be made to be worth their weight in 
uranium. 

Surely, the effort expended in creating a 
healthy, sound filing procedure, compatible with 
the demands of record preservation, will result in 
dividends, amply repaying the company under- 
taking it. 

McBee Appoints 

D. R. Zenner, vice-president of the McBee Co, _ 
Athens, Ohio, has announced the appointment of Charles 
L. Woodworth as personnel director. 

Mr. Woodworth joined the company early this year after 
his release from the Army. One of his major assignments 
during the past year has been the organization and devel- 
opment of McBee’s veteran training program. The com- . 
pany was one of the first in Ohio to qualify to train vet-_ 
erans. under the GI Bill of Rights. 

James M. Scriven was recently appointed manager of the 
new ‘production planning department. He was formerly, 
assistant to H. C. Davis, general sales manager. 

The new department was formed to bring about closer 
cooperation between factory production and the sales organ- 
ization. ‘Mr. Scriven will direct all printing, pricing, job lay~" 
out, and sales order procedures in the new department. “© 


= cc the ona oe ocaneaaae eee 


Athens, Ohio, has announced the opening of a new branch. 


See 


the manager. 


“Remember—iIt's Your Money" 

“Remember—It’s Your Money” is an interesting little 
booklet prepared by Information Research Bureau, 303 
Woodward Building, Washington, D. C., which by meang of 
graphs and readable, easy-to-understand dialogue, shows 
the tremendous increase that has taken place in Govern- 
ment spending. 

Designed to interest the low income wage earner in the 
way his government makes use of his tax contributions, 
this pamphlet offers some thought-provoking figures as to 
who pays how much into the Federal Treasury. 

The lead graph, captioned “Increase in Government spend- 
ing,” shows a staggering increase between 1910 and 1946, 
693 million to 65 billion dollars. By means of additional 
figures and everyday talk the booklet goes on to prove 
that a drastically reduced national debt would mean greater 


take-home pay through reduced withholding taxes, elimina- | 


tion of many hidden taxes, greater security for life insurance 
policies, savings, and Government Savings Bonds, and im- 
provement in the value of the dollar. ; 

Distributed as a non-partisan public service, “Remember 
—It’s Your Money” is furnished free in quantities by the 
Information Research Bureau. 


OFFICE MANAGEMENT AND EQUIPMENT ; Sdtidary, 1947 


(a a a a 


<n 
a Ete . 
7 a i - 
| 
* 
3 
- 
a 
= . 
a 4 ii ee . +o ek a ae: 
— ap ie i“ ‘a8 : ae 4 
- os ; TRIANGLES ¢ 
* Ay _ Improved, with thicker 
. < plastic, true edges, round cor 
a eo, eA 2 Pate es sa ee 5 
s og F a eee a ; ; 
ae ae ee eh 
3 ;: ie Ae a 
a Made of sturdier plastic ‘ 
4 : Be srt My ee i — 
a ink s eee ‘Am. tn Sle ‘ 
a : k sn Jag « INON-| ATIC 
Li” se a : a. Bish ree Bee | a f 
. 8" size of sturdy, clear non 
a : inflammable plastic. No pro- 
ae 7 ; ie = it ih a Fs ou 
i” : L{ * >. a 
oe y ; Vibe ‘ aa 
ee ie : d ‘ a 
eel: pee a center finder, a bres Pr, 
a Zo, ight angle, and a compas: 
iia ee Sa 
a g 7 YA S or on nae ee ; & RS 
-_ | Sas i eee hel 
. Bia SRS peers i! 
=e -4 ; de a 
oe. ae oe ae ee, fae ; 
i = Pe eae 
. coings, ond ule wll 
ig sett be ade and ae 
*  PROTRACTORS 
Be “a 
= 
a 
| ao 
i ia i - N 
7 “ te line of other 
= a y a 
_ FT hew 
7 ee “ee ee 
7 i 
i ae RULERS + TRIANGLES » NAVIGATIONAL INSTRUMENTS + STENCILS + PROTRACTORS + OTHER DEVICES 
a Z Ce 4 a ¥ ; ; 
| oe HART £F:0 £.8e conn. 
a 7 ‘ " 
’ ee 
sas 
4 5 a 3 ae =. = i oe fe 0 i 


“ 


«Alt STECL DESH FRAY 
SOLVES THE DESK FILING PROBLEM 


_ @ Meets a Modern Demand © 
@ Saves Time, Energy 
; © Increases Worker Efficiency 
{| @ Tailored to Fit, One Over the 


ASO’S amazine new “ADD-A-TRAY” 


iRG ba Bees 


Assures Fingertip Control Of All Desk Work 


@ Meets your need for a desk tray that simplifies, organizes all desk 
ith work. Stack one over the other to provide separate compartments for 
in every work classification. Keep everything handy, convenient, without 
fuss, go peng ne — of — gauge 
metal. No sharp edges. Strong, sturdy tiers, ’ 
wil not bend, wobble, nor fip over. Beautiful Srocicl “Barge certs ont 
baked enamel finish in walnut, green, or | ADD-A-TRAY to slide one over. 
So, | gray. Letter size 12"x9"x3". Conserve your the other to form a stro 

time, energy, order from your dealer today. rigid fier ap to 10 trays high. 
: DEPT. M ; _ 


MASO STEEL PRODUCTS 418 s cLNTON StL emeaaa 


MASO MAKES THE BETTER ONE 


M- . 
ete 
ag 
rly, 
} 
ser 
n< 
xy 
0. | 
ch . 
as 
tle 
303 
of 
ws a rw 
he e * 
ns, * “ * 
= | New Capillary-Action Handi-Pen Desk Sets 
s by Sengbusch 
‘al - ++ with new inking principle — new writing ease — new beauty that 
es pleases everyone — 3 big sales-building features all in one standard line. 
Here is a desk set with unsurpassed vidual wri les. These points are irid- 
= formance foams, basusions cebu, 40 pont ig i for jong life. The set 
p inverted-bottle type unit. It has the style, itself holds a long-lasting supply of fresh 
eficiecy, simplicity, economy, cleanliness, ink — there is no waste or deterioration. 
DW BSc ctnasa,. Ree 
i- tures to you. Stock up wi 
Qos calls oe en ae priced Handgun dith-auty, o> ele cane Gh 
your regular customers and attract new 


ing with fresh ink—and the wide variety of - buyers. Reap the rewards of fast turnover 
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: Illustrated here in this cross-section view x 
a is the latest scientific inking principle. ; 
| Fresh ink travels by capillary action di- : 
. rectly to the pen-point. 
j compartment which, as commonly used : 
to feed pen-points, causes deterioration ’ 
and waste of ink. This new way, the | 
: last drop of ink in the container — as 4 
| fresh as the first — is fed directly to 
| the pen-point, and there is no waste. 
| 
Sengbusch Handi-pen desk sets are sup- 
plied in pleasing two-color combinations. 4 
Sets retail from $3.25 up. 
Sengbusch Self-Closing Inkstand Co. | 
Peirpouts tat permits se ion for indi- and large volume saies, 217 Sengbusch Bidg. © Milwaukee 3, Wisconsin ; 
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Office Management and Equi 
Announces Executive Staff Cha wed 

With the opening of the New Year a number of 
changes in the executive staff of the Geyer Publications, 
publishers of Orrice MANAGEMENT & EquIPMENT, have taken 
place. 
After more than twenty-five years as vice-president and 


‘treasurer of Andrew Geyer, Inc., the retirement of James 


E. Neary from the active management of the Geyer Publica- 
tions was announced on January Ist. Although Mr. Neary 


Donald McAllister 


is retiring as an officer of the corporation, he remains asso- 
ciated with the firm as a member of the: Board of Directors. 

The appointment of Donald McAllister, who has been vice- 
president and secretary, to assume the duties of general 
manager of the corporation was announced at the same 

Mr. McAllister joined the Geyer Publications in 1922 
served for five years as advertising manager before 


Elected a Director of IBM 

Thomas J. Watson Jr., vice-president of the Inter. 
national Business Machines Corp., 590 Madison Ave., New 
York, was recently elected a director of the company. He 
succeeds Abraham L. Kellogg who died recently. 

Mr. Watson joined IBM in 1937, served four years in the 
sales division and then entered the Army Air Forces, where 
he advanced to the rank of lieutenant-colonel. Upon hig 
return to civilian life, he was appointed assistant to the ex- 


Thomas J. Watson a 


ecutive vice-president, Charles A. Kirk. In June he was 
elected a vice-president of the company. 

Thomas J. Watson, president of the company recently an- 
nounced a wage increase of ten cents an hour for all hourly 
rated and non-exempt salaried employees in IBM factories, 
including customer engineers in the field, and laboratory 
and office employees. He also said that the compensation 
of other employees would be considered on an individual 
basis. ‘ 
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Division of Spengler-Loomis Mfg. Co. 


58 E. Washington St., Chicago 2 


Improved 
GIANT 
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KEEPING STENOGRAPHERS HAPPY 
- FOR 26 YEARS 


Use Clarotype for clean, sharp end impres- 
“sive looking correspondence. Expert stenog- 
raphers prefer Clarotype becouse it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


ERASER and CLEANER 


Times have changed but “ARTGUM” 
still comes to you UNCHANGED IN 
QUALITY, unaffected even by wartime 
shortages and production difficulties. 


There is no substitute for “ARTGUM” — 
the surface cleaner with a light touch. 


Insist on the original and standard 


| HE ROSENTHAL CO. 
45 EAST 17th = NEW YORK 3, N. Y, 
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You are if you're not buying prof- 
itable Daco Made Machine Record 
Ledger Cards and Forms. Every bank, 
insurance company, business, indus- 
trial firm and library who use NCR, 
Burroughs and other automatic ac- 
counting .and recording machines 
need these forms. Buy these today. 


You can with Daco as your source of 
supply. For a quarter of a century 
Daco has made these items. They 
are accurately designed to meet the 
machines requirements, competitive 
in price and quality. 


For quotations or information write 


Dept. O.M.E., enclosing samples. 


THE DACO CARD « INDEX CO 


9 FEDERAL COURT BOSTON, MASS. 


wt ny 
tll 
it! 


“ DACO™ 


"nh oo : 


place mail | 
latform an 
a B 2 *sutomatically 
indicates the correct 
weight and amount r 
postage required. 
Accurate and durable. 
List $8.50 
SPECIFICATIONS 
3 - . xiass 
Dial: 6% Red aod black 
postage, black for 
wel, 


Platform: 542” square. 
Dimensions: 6%” x 6%2 PARCEL, | post. 
x 5 ° 
Ibs. by 1 
Pocking: ~~ Rite @ Capaciey 50 


See your supply house. 


s HANSON — 
- SCALE CO. © 


} sas North Ada Street, Chicago 22, Illinois 
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MORE THAN MEETS THE EYE 
Ly / 


4 a - 
4 nicht Pencil For Your \® 


‘The RIGHT pencil for the RIGHT jc 


KOH -I-NOOR PENCIL COMPANY. INC., BLOOMSBURY. NEW JERSEY 


GRIPPIT is accepted and used as the 
standard Non-inflammable Paper Cement 
by great industrial firms who buy only after - 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 


Companion 

office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal - 
and rubber type, then disappears 


entirely. al 
Both ROLTONIC and TYPTONIC are 


‘ on cloth. Colors can be obtained where required. 


made to the same high quality as Harmless to people. Besides typing letters and statements, it 
GRIPPIT. skin and clothing. turns out lengthy reports, pamphlets, memoranda, 
WRITE FOR SAMPLES AND PRICES and even books. 
HARRIMAN - WELTS, INC. | By concentrating stenographic work in one sec- 
403 RIVER ST HAVERHILL, MASS tion, the company has eliminated the necessity of 
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At Shell Oil 


(From page 42) 


in the building; major ones by outside contractor, 
under office maintenance section direction. The 
aim is to reduce needless repairs by constant 
maintenance, to prolong the life of the machine 
and fixtures, and to keep them operating and look. 
ing their best. 

Just as every housewife has her spring clean. 
ing, so has Shell. Each year furniture is recondi- 
tioned in the company’s work-shop. Expert crafts. 
men are brought in to refinish desks and chairs, 
Draperies and rugs are removed to be cleaned. If 
redecoration is on the agenda, it is done at the 
same time. As a result, some of the furniture giy. 
ing satisfactory service today has been in use for 
twenty-five years, and offices are continually smart 
and neat in appearance. 


Photographic section 

Picture a ribbon a foot wide stretched from 
New York’s Radio City down to the Battery and 
you have an idea of the amount of reproducing 
the photographic section does in one month; in 
other words, about four miles of it. Many repro- 
duction techniques are employed, including Photo. 
copy, Ozalid dry-printing, and off-set plate. 

Photo-copy machines handle the bulk of the 
work. As in photography, the wet development 
technique is used, but here the process is much 
faster. In one machine, for example, a roll of 
sensitized paper, 350 feet long and 18 inches wide, 
is wound by a crank, exposing 24 inches at a time, 
enabling the operator to reproduce many jobs 
simultaneously. -These machines can also enlarge 
or reduce. 

In Ozalid dry-printing, translucent originals of 
any type and description are reproduced on many 
different types of specially treated materials, even 


The operation of the machine is simple and 
speedy, taking only 35 seconds per print. Because 
the method is dry, there is no shrinkage. 

The dark room in the photographic section is 
similar to any well-equipped dark room used by a 
commercial studio. In addition to the facilities 
for developing negatives, its equipment includes 
two enlargers and a large copy camera. The latter 
makes large negatives for off-set plates which are 
used in printing all Shell stationery. 


Stenographic section 


The stenographic section, which has a staff of 
only seventy-seven, handles work for about 1,000 
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tHe Kedi- Record vesx rap 


“To Enhance the Beauty of any Desk” 
Leatherette Facing — Compressed Wood . Board 


POPULAR LINE 4 DE-LUXE LINE 
able simulated Strong a Pig 
. Wrapped 2 to pkg. Grain leather. Wrapped | to pkg. 


Available in standard sizes 


Redi-Kecord Products Co. 


251 FIFTH AVENUE NEW YORK 16, N. Y. 


Com line of desk s, photo albums, books, 
at and oe oer visible. ‘ = 


Staple Remover 
Users. say— 


“it’s handy, well balanced” 
No.1s0—5” “Easy to hold” 
“Fits all staples” 
“Loosens even thick files” 
“Never tears paper” 


| For complete catalogue 
of BERNARD stationery tools address 


THIS? -: OR THIS! 


BOOK- PAK 
UTILITY LABELS 


7. They come in gummed 
© perforated sheets. Indi- 
vidual labels can be ad- @ Labels can’t spill on shelf, 
dressed faster by hand or ® in closet or desk drawer. 


on typewriter. ie 
5. Eureka Utility Labels come 
2 Practically every bit of ® in a wide assortment of 
® labels space is usable sizes for all purposes. 


on Eureka Utility Labels. Retail at 10c 

Sto 
® labels clean, neat—pre- PRINTING COMPANY 

vent curling. Dept. GT, 11 West 42nd St. 


New York 18, N. Y. 


And the trade knows that it’s 
BERNARD quality through 
and through—the kind of depend- 


Go RIGHT Corrwowner 


_ any Typewriter, can readily 
be moved from one desk 
to another, holds work 
sheets up to 36” wide, 


10-DAY FREE TRIAL 


able merchandise they like to sell. 


WM. SCHOLLHORN COMPANY. 
3001 CHAPEL ST., NEW HAVEN 9, CONN. 
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| Copy-RIGHT MFG. Corporation ’ 
55 Park Place Dept. Ad, Now York 7, N.Y , 
' CD I'd like to try a Copy-RIGHT without obligation. ' 
(0 Send illustrated Catalog. ; 
Signed eeeeeveeeveeeeeeee eeeeeeeeeeeeeeee oot ae 

; ' 


(Attach Letter Head Please) 
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ATTRACTIVELY PACKED 
IN REROLL DISPENSING 
BOX AND DISPLAY CARTON 


12 ROLLS OF ONE COLOR TO CARTON 
-WRITE FOR INFORMATION! 


‘FILE FOLDERS: 
suTnry CABELS: 
"ADDRESSING 
“MAILING Lists’ 
oh MANY aTHER, 
PURPOSES 

oS 


‘BLUE * et 
CANAR ¥: 
iM AN bw 


Pde 


= | 


the J LMAY ‘COMPANY 


TAGS* LABELS AND DIE CUT SPECIALTIES 


111 W. 19th ST. - NEW YORK 11, N.Y. 


4 


BABY RECORD AND © 
SNAPSHOT ALBUM COMBINED — 


A DIFFERENT BABY BOOK 


Another fast selling item in our FAMOUS PHOTO SERIES. 
Besides 16 colorfully Pam ame pages for baby’s record there are 
32 decorated or mounting snapshots. Two gold stamped 
o frames For pitare size 30 x 4%, inches are mounted on 
inside of front and covers—an exclusive Wire-O feature— 
Patented Wire-O Binding permits — to open flat. Heavily 
padded washable covers in pink or blue leatherette. Title in =“ 
on cover—size of book 4% x 6% Pow wth Retails for $1.50 each. 


Write for catalog of complete line. 


Autograph books, 
Address books, 


Photograph albums, and Baby books. 


Wire-O Binding Company of Chicago 


732 W. Van Buren Street 


Dis Room—Republic Building—209 S. State St. 
yew Sour hens tee" Palmer House 


Chicago 7, Illinois 
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increasing personnel from time to time in various 
departments on a temporary basis, to take care of 


periodic work loads. Departments which do not }, 


have enough work to warrant hiring permanent 
stenographic staffs have such facilities available 
when needed. 

Another advantage of the stenographic section 
is that girls can work here without the disturbing 
influences of telephone and dictation. 


To process its large volume of work speedily 
and efficiently, the stenographic section is depart. 
mentalized into several small sections. A Dicta. 
phone section, with seven typists, prepares letters 
from Dictaphone recordings: the bulk of the com. 
pany’s business correspondence is handled in this 
manner. Another section, with fourteen typists, 
handles all the statistical work. The text typing 
section, with fifteen typists, does the ditto work. 
The reproduction section, with seven typists, 
makes stencils and types plates to be used in off. 


set printing. The duplicating section, through 


which the greatest volume of work flows, has 


twelve employees, and uses the Ditto, Multilith, 


Multigraph and Mimeograph processes. 

In addition, there is a stenographic pool which 
supplies trained personnel wherever needed, with- 
in or without the section. New employees serve 
in the pool during their training period. 

The section is equipped with a cork composition 
floor and ceiling for sound conditioning. Soft 
music and indirect lighting help to make working 
conditions more pleasant. Because typing can be 
come tedious, an effort is being made to replace 
all typewriters with new electromatic machines. 

The advantages of having six closely related 
sections combined into one department are ob- 
vious. For example, it permits effective coordina- 
tion on all such matters as equipment, costs, and 
work methods; it centers responsibility for the se- 
lection of the proper method of doing the work 
at hand; it allows greater flexibility for training 
the staff and in numerous other ways increases 
over-all efficiency. 


The wisdom of such a move was further and im- 
mediately reflected in better employe attitude 
due primarily to the fact that these sections now 
report to a head who is primarily rather than sec- 
ondarily interested in their welfare. 


New York Chapter Meets 


A monthly luncheon meeting -of the New York Chap- 
ter, National Office Management Association, was held at 
the Belmont Plaza Hotel on December 5th, under the di- 
rection of Theodore Lemcke, of Standard Brands, Inc. 

Following the theme of “What Do You Do, and How 
Do You Do it?”, the subject of Communications was dis- 
cussed with the object of bringing to light cost-cutting 
procedures as they are employed by various companies 
represented there. Guest speakers from Western Union and 
the New York Telephone Co. were also present. They told 
the meeting of the service their organizations had to offer. 
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adily Office VALET Wardrobe 
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ters maps for business use, including: on spaced hangers; pro- 
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Write for booklet “Tack Talk” 
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rve || The George F. Cram Company, Inc. 
| 730 E. Washington St. Indianapolis 7, Ind. 
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tools in one, this new Parva rule makes ARMA TAG WIRE 
hap. an excellent gift item. Its attractive lines 
d at and coloring give it a powerful sales fe SS er] 
die appeal. It is sturdy, practical and extremely easy ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 


and mitre. 
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to use. Can be used as a letter weigher, ruler, 
magnifier, french curve, compass, protractor, level 


C2) 


PARUA PRODUCTS COMPANY 
WEST HAVEN, CONNECTICUT 
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PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


is 


PITTSBURGH CUT WIRE CO. 


Pittsburgh (12) Pa. 


1112-20 Galveston Ave. 
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Investigate This New 
Speedy Calculating Method! 


Delridge 


CALCULATING 
CHARTS 


1. Guarantee the accuracy of your figures. 
2. Do your calculating in a fraction of the time now 
required. 


3. Will equip inexperienced help to figure with speed 
and ‘controlled accuracy. 


4. Will eliminate the distracting noise of machine 
calculation. 


5. Will eliminate delays for machine repairs. 
® 
Phone or Visit Your Supply or Equipment 
Dealer — Today 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


FINGER-TIP FACT CONTROL 


Instant access to needed data instead of a frenzied attempt 
* to “dig out” rush information becomes easily possible with 


Cook's Steel File Signals. Attached to card and ledger - 


records of Stock, Production, Purchasing, etc., they group 
important facts under readily usable headings. Accurate 
reports can then be made out quickly by minor 
clerks—expediting a department's work and 
saving the valuable time of key men. ws 
-, Card of samples on request. 
CcCOOK’sS 


STAINLESS STEEL / 
FILE SIGNALS 4S“ 


<- 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 


New Product Information for TSA 

The ‘Transcription Supervisors’ Association ap. 
nounces the appointment of a committee to study and pay 
on to its members information about new office maching 
supplies, and other products of interest to supervisors of 
central stenographic, typing, and dictating machine é. 
partments. 

Recognizing the need to keep abreast of the latest ip 
office equipment but handicapped by pressure of work, the 
members have decided on this course as the solution 
the problem of keeping up to date. 

The committee will be called the Products Committee anj 
will be headed by Mrs. Mae Turbush, Fireman’s Fund In. 
demnity ‘Co., New York. Members of the committee will be 
assigned to scan the business magazines for details about 
new or forthcoming products of special value to depart. 
ments using typing and reproducing equipment, and once 
a month the findings will be presented to the executive 
committee for vote as to the articles or appliances most 
likely to interest the members. These will then be written 
up and sent out as flyers with current mailings to the 
members. 

An exhibit of the products chosen in this way will bh 
held at the Association’s April dinner meeting in the 
Hotel Sheraton. 

In taking this action the Transcription Supervisors’ As 
sociation continues its efforts to serve its members in 4 
practical way, its purpose being to “promote the practical 
and economical operation of central stenographic, typing 
and dictating machine departments, through the pooling 
of ideas, information, and experiences.” . 

Bstablished since 1930, the Transcription Supervison 
Association is an actively growing organization of women 
supervisors of central transcribing departments in larg 
companies located in metropolitan New York, and repre 
senting such widely varied fields as banking, insurance, 
manufacturing, brokerage, law, utilities, as well as com- 
mercial and industrial concerns of all types. The men- 
bership totals 140 supervisors, all of whom influence the 
buying of equipment and supplies for their departments, 
and includes some women office managers and a small 
percentage of commercial school educators admitted as 


associate members. 
Holiday Party ‘ 

Laying aside serious subjects at, their December 
meeting, the Transcription Supervisors’ Association cele- 
brated the traditionally festive season with a Christma 
party. 
' Members participating in the program entertained with 
sentimental readings, songs, and serio-comic dramatiza- 
tions. Helen Herslow, recently retired from the business 
world to devote her full time to the study of Wagnerian 
operatic roles, thrilled the dinner guests with her voice 
and beauty. 

A feature of the evening was the presentation to the 
president, Miss Trusselle Harvey, of a great cotton snow- 
ball, gaily decorated and fitled with presents from the 
members. 

A round of hilarious games completed the evening. 

The program was under the direction of Miss Marion 
Ransom of the Master Reporting Co., who also acted as 
mistress of ceremonies. Miss Rose Guenther of General 
Foods was in charge of party arrangements. 


Effective Production Engineering 

George Fry & Associates, Inc., consulting management 
engineers of Chicago and New York, have published Produc- 
tion Decalog, a 40-page booklet which outlines the ten e& 
sential elements of an effective production engineering pro 
gram. Executives may obtain a copy of the booklet by. 
writing to the company at 135 South La Salle St., Chicago 3 
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A mountain lion can destroy over 
75 steers annually and is one of 
the cattleman’s worst predators. 
We are continually on the track 
of business “predators” in the 
form of Delays, Inefficiency and 
Waste so that Andy dealers can 
be allotted as many of our filling 
cabinets as possible. 


CARDINAL SALES, Inc. 
JAMES H. HICKEY, Mgr. 


Distributor for Anderson-Hickey Co. 
5631 W. Madison St., Chicago 44, Ili. 
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INFANTILE 
; PARALYSIS 


MARCH OF DIMES 
JANUARY 15-30 
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OFFICE MANAGEMENT AND EQUIPMENT 


YOUR 
Dater Business 
should be 
Our Business 


Write for information about this, 
and our other daters, numberers, 
stamp pads, office printing outfits 
+ + + @ clean, quick-stepping line. 


FULTON SPECIA ; 
4 ‘ LTY = 


(200 FIFTH AV.. NEW YORK CITY 10.N.Y. 
FACTORY AT ELIZABETH 1. NU. 


HEVER Quality STENCILS 


a 


For Brilliant Reproductions... 
HEYER Quality Stencils are available for all stencil 
duplicators. From the finest Cellulose Dry Stencil 
for skillful reproductions to the most economical 
for general work. Each designed to produce 
a maximum of clear, Ny brilliant copies. 


a SS fig) SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-11 WEST JACKSON BLVD., CHICAGO, ILL. 
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The THOMAS LIFETIME INK PAD 


Guaranteed for a Lifetime! 


IT’S ENTIRELY DIFFERENT! 
35,000 IMPRESSIONS 
From Only ONE Filling! 
ONLY $2.00 


Thomas Lifetime Ink Pad is 
construction—a 
- based 


entirely 
flexible, 
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TEN EYCK INDUSTRIES 
P. ©. Box 426 Evanston, lilinois 


NO APOLOGIES NECESSARY 
when you buy 


; 
MOORE 
METLHED MAPTACKS 


1. You're buying the ONLY complete line 
2. You're supplying maptacks which are rugged and sturdy 


3. You're the line sold by map companies 
j mxciustveny® 


Moore Marking Tacks are tops in their field, too. 
Other Moore products include famous Moore Push-Pins and 
‘ Push-Less Hangers 


MOORE PUSH-PIN CO.. PHILADELPHIA. PA. 
Give 
Help us build 


Hope Institute 


First model hospital for care 
of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET @ NEW YORK 13, N. Y. 


Large Bottle 
Fast Easy Seller 
Wonderful Re 
Large Profit 


NEATYPE is scaled in 5 

a way that there is — 

EVAPORATION IN. 

nd Samples. wate 
SUPPL 


KANSAS CITY 


For Full Particulars 


STARKEY PAPE 


3800 AGNES AVE 


Industry Finance Officers to Meet 

A two-day conference of financial executives of jp. 
dustrial companies and financial institutions to consider g 
expanding cash requirements of industry, the trend of i 
terest rates on corporate obligations and the possible 
for revision of business taxes is announced by the Ameri. 
can Management Association. The conference will be ie 
February 5th and 6th at the Hotel Commodore, New You 

Dr. Jules I. Bogen, vice president, AMA Finance Divigig, 
and editor of the New York Journal of Commerce, says th, 
conference will also consider the necessity for adequate ga, 
reserves against prospective losses on fixed and curpgy 
assets acquired at current high prices, revision of capigj| 
budgets to meet mounting costs of new construction gyi | 
equipment, methods of corporate financing in view of th 
present great demand fer capital, interpretatior. of company | 
financial position to stockholders and employees, the broad. | 
ening responsibilities of financial executives, the outlook fg 
commodity prices and the effect of fluctuating money vahy 
on financial strength. 

More than 500 representatives from all types of busingy 
and industry will attend the conference. Among those a. 
sisting Dr. Bogen in planning the sessions are: 

Arthur O. Dietz, president, Commercial Investment Trust, 
Inc.; W. W. Cumberland, partner, Ladenburg, Thalmann § 
Co.; Dr. Lloyd E. Dewey, professor of finance, School of 
Commerce Accounts & Finance, New York University; John 
M. Fisher, treasurer, Standard Brands, Inc.; Roliand J. Ham- 
ilton, secretary and treasurer, American Radiator & Standard 
Sanitary Corp.; Walter Mitchell, Jr., vice president, Irving 
Trust Co.; John Sanderson, treasurer, Sperry Corp.; and 
Murray Shields, vice president, Bank of the Manhattan Co, 

j 


NOMA Chapter Paper Valuable - 


Among the new organs published by chapters of the | 


National Office Management Association is the Chapter | 
Newsparade, issued by the Milwaukee Chapter. “) 

The first issue of this valuable little paper appeared in 
October. Each issue contains news about the chapter, its 
members, and excerpts from talks given at the chapter 
meetings. 


Maximum Utilization of Facilities 
How to get maximum production from existing plant | 
facilities is the theme of “Dynamic Management Control | 
With Sched-U-Graph,” a 32-page, full color booklet pub- 
lished by Remington Rand Inc. The booklet Sched-U- 
Graph, describes a practicai chart-board application of 
the time-control principles pioneered by Henry L. Gantt. 

Essential record data is combined with graphic interpre- 
tation. 

The booklet demonstrates the operating and control ad- 
vantages of Sched-U-Graph as applied to loading and 
scheduling of machines, men, or work centers; part orders 
and operations; scheduling of production of sub-assemblies; 
inventory control of parts for line assembly; scheduling 
continuous production by operations; scheduling actual 
against required production with visual indication of leads 
and lags; and sales progress against sales and profit eom- 
tribution quota by branch offices of salesmen on a tim 
or percentage attainment basis. 

Executives interested in obtaining best utilization of 

machine and man hours in production and of salesmen's 
efforts will find this booklet stimulating, for it is devoted t 
practical and tested methods that were developed during 
the war and postwar period by large and small organim- 
tions. 
Copies may be obtained without cost from any branch 
office of Remington Rand Inc., or by writing the Systems 
and Methods Research Department, Systems Division, 
Remington Rand Inc. 315 Fourth Avenue, New York. 
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Rome 20 Scecl Sales Corporation 


Sworn staeet 


NEW YORR.N-® 


At your local stationer an 
office furniture dealer or 
write us directly. 


“ and bracket. , a 
300 East 145 Street, New York 51, N. Y. 


BAY PAYROLL RECORD 
Ideal for the Small Business 
30 Name Annual Capacity 


COMPACT e TIME-SAVING e EASY-TO-USE 
Information Shown for 


WEEK « MONTH e QUARTER « YEAR, 


Eliminates Individual Records 


Simply Copy Summary to Prepare Governmental Reports 
Order book on approval 


BAY ACCOUNTING SYSTEMS 


26 Court Street Brooklyn 2, N. Y. 


——|_ Available for immediate delivery! | 


SELECT 


WRITING TABLETS 
GUMMED CLOTH ITEMS 
PLAIN & RULED SCRATCH PADS 
LEGAL RULED PADS 
INDEX CARDS e@ INDEX TABS 


COMPOSITION BOOKS 
SELECT PAPER AND TABLET CORP. 


Mer" Stationers 


585-601 DEAN ST. BROOKLYN 17, N. Y. 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y.. GRamercy 3-3741 
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“THE ORANGE 
BOX LINE” 


“Ig The REPEAT 
Staple Line” 
A GREAT NAME... 
A GREAT PRODUCT 
@Fits All Standard 
Stapling and Tacking 
Machines. 

@ Precision Made of 
’ Bright, Rustproof, 
100% Round Wire. 

@ Guaranteed Absolute- 
ly Non-Clogging, 
on. Grade Quality 


@ Attractively Packa 
in Orange Sane 
Set-up Boxes. 


MAJ JESTIC STAPLE COMPANY 


FIGURES FAST— 


to go any 
plage—any time. Hun- 
dreds of auxiliary uses in 
organizations, 
one on every 
cal 


quick are 


Back Transfer device is 
an exclusive feature, not 
featured on any oO 

m ne regard 

price. Weight but 11.7 


A HANDY CALCULATOR 
Ask for Bulletin SO-13 


2 East 14th New York 3, N. Y. 7 = sea 
en eS ~~ Py Ky Se IVAN SORVALLiS Jonny. | “ue oxi 
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CHAIRS 


MANY STYLES 
- Folding Chairs 
Wood or Metal 


Tablet Armchairs 
’ Prompt shipment from 
stock. Please specify 


quisemente when tequitng. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, M. Y. 
Dept. 1 


WANT-AD OPPORTUNITIES 
Rates are 10c a word. Minimum charge $2.00. Payahh 
in advance. Aenean Ge nacenemate. aan me Oe 

& EQUIPMENT, 260 Fifth Ave, 
New York 1, N. Y. 
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Lines Wanted 


EXPORT REPRESENTATIVES with world wide outlete desire to rep. > 
resent manufacturers interested in Export. GT-558. 


CALCUTTA, INDIA—Well established firm desires 
Caleutta for the Manufacturers and Sole Exporters of 
ties, Paperboards, Fountain Prin 

Pencils amd other Stationery Goods. References: 
Company of New York, Broadway, New York and 


India, Australia & China, New York, N. Y. Please write with ‘tal 
THE RELIANCE COMMERCIAL AGENCY, 92 Harris: 


Guarantee y= 


AM INTERESTED in agency for office machines. Write Facon, §§ 
Boulevard de Waterloo, Bruxelles, Belgium. 


SCRAP BOOKS 

@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

@ Six different sizes 


....10A 28 #3....15%%-, 2 12H 

Bi....1 rH | 4... s 1% 

$22....1%4 x Il e...23 21% 
Prices on Request 


For Sale or to Buy 


Black 


R SALE: 75,000 Ault & Wiborg C: ibbon Company 
one-time $F352, Rt BR! eS eat 1,000 sheets, 
oa to the ACTURING COMPANY, Lancaster, 

t) 


FOR SALE—One Remington Rand Electric Fanfold Billing Machine, 
Model 80-C. A. P. W. PRODUCTS COMPANY, TNC. Albany, New York. 


FOR SALE—Billing machine Burroughs Moon Hopkins, Style #720301, 
in A-l shape. Write Box GT-539. 


WANTED: Dozen pocket ———— “Shaws No. S 2852" formerly 
—_ bi My Jones, red leather covered quadrille lined five squares 


WANTED TO BUY: Any quantity of typewriters, 
Burroughs, Moon Hopkins, REB 
de Waterloo. Bruxelles, Belgium. 


adding machines, 
UILT. Write Facon, 58 Boulevand 
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MAJESTIC LOOSE LEAF INC, | (<< “rmx " 
19-29 Rockwell Place - Brooklyn, N. Y. send me your - => or ag Fg a yoy = z 
POLACHEE, 1234 Broadway, New York, N. Y. 
e e 
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Cred Forbes ete ARE YOU SEEKING NEW LINES?|) “ 
~~ You are invited to file with us now. We sha 
ie as Gin pp meme a able to assist you in making connections with wih ole und 
folders. Visible Facts oie Profitable Acts. tisers in Geyer Publications. - J 
Use half-inch Visible Margin for Indexing—Color ove 
Signaling—Visible Tabulation of vital informa- Fill out the form below and mail. ine 
tion. Ten years nationa use. Cards one wit 

\ side Blank, one side a 6x4 in., $3.45; 8x4 eee 
in., $4.40; 10x4 in., $5.30. now. Send no - 
om of Cards ORC: Satisfaction + alr acr LE? EDLY LEE Oe LT TET ET IE TOTES TE re ! 
4 d if Write for Catalog. WEIN i xcs Son's. aad Bing dopceedd Bact diwe's ot nbtats Same ma 
ANGITAX ROSs-GouLn Co. ST LOYIS || rc.............-.. Years of Experience .............0000 S 
311 WN. Tenth St. (1) Lines now carried ........ccccccccces Uadseovsedecssccu tin 
- be 
R228 idehahesiditlltkanduceshon aoneccmiivecelacelccnn ys 
NEW IMPROVED POST-WAR MODELS "ee So | 
Now HAuailalde ia the Trade conbetted oo. cic scdeccstccccccconcccescs ces estt . 
Will you accept side lines on straight commission? ........... bf 
lutomatic ~ . Lines Preferred ......... penagaaite a ee al 
FH dv a Ie Fast Moving | || see nee: spe keae in” ae * 
~ fryer TaAWIIK Have we assisted you in the past? .............000eceeeceees ; 
0 
Nee Moistener No ray for Aan, service. Reed your b= on —eary 

7 2 e your ews tt 
" Hydrawlik Company aaa ik as aii ac . 
eee ee GEYER PUBLICATIONS ; 
oselle, New Jersey 260 Fifth Ave. New York 1, N. Y. ; 
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CAPABLE EXECUTIVE AVAILABLE 

Somewhere there is an office which can make use of a 
woman executive who can take complete charge of all 
office communication problems including the production 
of correspondence, statistical tables and reports, repro- 
duction and duplication by Mimeograph, Multilith, and 

to offset, and foreign and domestic wire transmission 
and teletype. Can build a central department from 
scratch or improve standards of department ‘now in 

ration. 

College trained, Quaker ancestry, almost two decades 
of practical organizational experience. Salary minimum 


$3500. Box 840, OFFICE MANAGEMENT AND EQUIP- 
MENT. 
jation in Wichita 

a a agents of Wichita, Kans., recently 
formed the Purchasing Agents Association of Wichita. Its 
officers are president, Del Roskam, Cessna Aircraft Co.; 
first vice-president, Harold Fryar, Coleman Lamp Co.; 
second vice-president, Jim Duncan, Boeing Airplane Co.; 
secretary-treasurer, Neil McCormick, Boeing Airplane Co.; 
national director, John Pierce, City of Wichita; alternate, 
y. W. Grisamore, Beech Aircraft Co. 


Named Turco Sales Chiefs 

Ray Sanders, vice-president and general manager, 
Turco Products, Inc., Los Angeles, manufacturers of several 
hundred specialized cleaning and processing compounds, 
has announced that L. H. Moulton has been made national 


sales director and D. T. Buist has been appointed assistant _ 


national sales director. 
The new appointees will make their headquarters in the 
Los Angeles offices. 


ires Justowriter Corp. 

owas R. Ogsbury, president of Commercial Controls 
Corp., 640 Culver Rd., Rochester, N. Y., has anounced that 
the Security and Exchange Commission has granted to the 
corporation an exemption from the provisions of Section 17 
(a) of the Investment Company Act of 1940, permitting 
Commercial Controls to acquire Justowriter Corp. as a 
wholly owned subsidiary. Involved in the deal were 11,465 
shares of preferred stock of Commercial Controls and an 
undisclosed amount of cash. 

Justowriter was formed in April of last year to take 
over certain development projects from International Bus- 
iness Machines together with the physical assets concerned 
with those projects including the Rochester plant on Leigh- 
ton Ave., its machinery, inventory and personnel. 

At that time, T. C. Campbell, previously the general 
manager of the electric writing machine division of IBM 
was elected chairman of the board, and Mr. Ogsbury was 
elected president of the new corporation. Both will con- 
tinue in the same capacities under the new set-up. Her- 
bert Sweemer will continue as assistant secretary and as- 
sistant treasurer. 

Although Justowriter will be a wholly owned subsidiary 
of Commercial Controls, it will retain its corporate exis- 
tence and will continue to manufacture component parts 
for IBM. Since its formation, however, the company has 
also engaged in the manufacture of an automatic type- 
writer under the name of Flexowriter. This machine auto- 
matically and electrically produces individually type-writ- 
ten, personalized letters, or other copy from a small strip 
of perforated tape at great speed. 

Justowriter is also continuing to develop other projects 
treating with justifying and automatic transcribing of copy 
which may then be reproduced by offset or other printing 
Processes. Mr. Ogsbury says the transfer will not entail any 
major changes in existing personnel, organization or policy 
except as indicated by local conditions. 
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GUARD THEM with a 
CINCINNATI TIME 
RECORDING SYSTEM 


Are you paying for time you do 


not get? A Quality Cincinnati 

Time Recording System specific- 

ally tailored to fit your business 

effectively prevents small time- 

losses which cut your profits. 

Let us survey your present sys- 

tem and show you how a Quality pone on — Job 
Cincinnati System will help you Recorders—Time Stamps— 

rogram ms — 
stop profit leaks. Progra pep 
Write us today — Dept. OE Clocks 


<a 3s 4 
THE CINCINNATI DIME RECORDER CO. 


(1733 CENTRAL AVE. * 


e344 © 
. 


i 


ONN© CINCINNATI 14, °. 
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MACO “PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Avaitable Plain or Printed to Order — in rolls, perforated strips. 
straight or die cut —in various shapes and sizes. 
Stocked in white, with printed blue borders, 
1M labels to roll, individually packed in 
a glassine bag and attractive box. 


sere cewceseceeces) 


No. Size 
oe eg Th. cccccccccce.s. BERR 

Bh ceccccesccecs WEE Ee 

Tis cocccccecsccs MO eT 
! 4L eeeeoeeeeeeeeee 3% in. x lin. 


Coathitepantcopead SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS 3 LABELS * TICKETS 
111 W. 19th STREET © WAtkins 9-0357 © NEW YORK 11, N.Y. 
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RECORD CARBONS 
AND-RIBBONS 
™ 


+ writer Ribbons 
ypewriter 
4 Pca core Units 
@ Pencil Carbons 
@ Type and Platen 
Cleaner. 


© Stencils—Blue, White, 
Yellow. — Heavy or 
light coated. 


© Stencilrite Sheets 

© Stencil Typing Plates 
® Stencil Inks 

® Correction Fluid 

® Stencilrun Papers 
© Writing Plates 

© Styli 

© Lettering Guides 

© Shading Screens 

© Copyscopes 

© Stencil Filing Cabinets 


know the process and 


Special Offer to Inquiries 


The many "processes" of duplication and the degree 
to which they may be employed prevent our making 
an offer without solicitation (from you). 


work and we will submit an offer that cannot be 
equalled by any other supplier. 


Purchasing Agents © Office Buyers 
D—$BDH)hKE 


YOUR ATTENTION 


SAVE 


MONEY (Your duplicating 
costs can be minimized by 
direct buying 


TIME (Your procurement 
headaches can be relieved 
by purchasing from this one 
source of supply). 


LABOR (Your copy-repro- 
duction problems can 
solved by having your opera- 
tor work with quality mate- 
rial). 


A COMPLETE LINE 


OF SUPPLIES 


——- FLUID DUPLICATORS 
DIRECT PROCESS SUPPLIES 


GELATIN 
SUPPLIES 


© Gelatin Rolls 

© Gelatin Films 

© Hecto Ribbons 

® Hecto Carbons 

© Copyinx Hand Cleaner 

® Original Master Paper 

© Fastbrite (Coated) 
copy papers 


© Recording papers 


Let us 
extent of your duplication 


COPY PAPERS Inc. 


700 WEST LAKE ST....CHICAGO 6, bicte ll 


“So a Right 


urxth Copy 


Offices in All Principal Cities 


INDEX TO ADVERTISERS 
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: Reversible, renewable Simplest listing device 
filler. Clear, clean impres- ever mode. ideal 
__ sions. Long-lived. home or office use. 


When it comes to office equipment the best is the least expensive inthe longrun. That's why Bates Office Aids 
are considered the leaders by the dealers that sell them and the people that use them. The big Bates ‘B’ 


every month in The Saturday Evening Post is selling Bates Quality to your customers. 


Bates quality products 


The Bates Mfg. Co., Orange, N. J. « N. Y. Office, 30 Vesey St. 
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You're going to like the new Underwood more than Rhythm Touch gives you a new, exciting sense Om 

any typewriter you've ever had before! typing freedom. Exclusively Underwood's . . . it's@ 
For here is a machine so brand-new in performance wonderful addition to the many Underwood features 

. + . SO up-to-the-minute in speed ... . that typing you've always liked so much. 

becomes more like fun than work. You'll get the typing thrill of your life when you 
It’s a new kind of typing, made possible by a new try this new Underwood. Now is the time! 

kind of typing mechanism that enables you to enjoy a 

Rhythm Touch ... fast, feather-light, delightful! UNDERWOOD CORPORATION 
Cradled in new concave key surfaces, your fingers One Park Avenue e New York 16, N. Y. 

do not go off key. They swing naturally into effort- Typewriters . . . Adding Machines . . . Accounting Machines 

less rhythm on this perfectly balanced, smooth-running ... Carbon Paper .. . Ribbons and other Supplies. 

Underwood. Underwood Limited, 135 Victoria St., Toronto 1, Canada 


Sales and Service Everywhere 


Yudlerewood ’ « «e TYPEWRITER LEADER OF THE WORLD 


Copyright 1946 Underwood Corporati! 
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